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Small Business? Here, too, Moore cuts costs 


Dry cleaner. Florist. Shoe merchant. 


‘Restaurant. Week after week, Moore 


helps small businesses cut overhead. 


Billion-dollar corporations save 
thousands of man-hours by using 
Moore business forms. And even the 
“one-man” business cuts costs—because 
Moore offers the right business form 
for every form of business. A small 
Lexington, Kentucky, parts equipment 
company, for example, was using 4 
separate forms, requiring 4 writings 


SG 


Marginal Punched 
Business Machine Forms 


Sales Books for 
Every Business Operation 


Instantaneous Carbon- 
Extraction Unit Sets 


More than 90% of all business units in the nation are “small business’’ establishments 


for each customer order. Moore 
designed a 4-part continuous register 
form that completed all paper-work 
in one writing. 

Your business can save too. Call your 
local Moore office, now. Moore sales 
offices in over 200 cities from coast to 
coast. Factories in Niagara Falls and 
Elmira, N. Y.; Minneapolis, Minn.; 
Denton, Tex.; Los Angeles and Emery- 
ville, Calif. Also sales offices and fac- 
tories across Canada. 


THE ONLY NATIONAL COMPANY THAT OFFERS | 
COMPLETE RANGE OF MODERN BUSINESS FORNS- 


THE RIGHT BUSINESS FORM 
FOR EVERY FORM OF BUSINESS! 


Continuous Interleaved 
Typewriter Forms 


Fanfold Billing 
Machine Forms 


Registers and Continuous Register Forms 
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HE reception given Mode-Maker is 

far exceeding our expectations. All 
who have seen it are enthusiastic in 
approving its smart, modern styling 
and its unique utility features. 
Mode-Maker is truly a NEW desk, 
designed to meet today” s office needs. 
Made of steel, it is built for lifetime 
ervice. It has no projecting hardware, 
00 sharp corners or edges; it will not 
develop splinters or rough surfaces to 
damage clothing. Drawers cannot warp, 
well or shrink. Drawer pulls, bindings 
ind bases of anodized satin aluminum 
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REG UYU S- PAT OFF 


add a pleasing note of contrast to the 
lustrous gray finish of the desk. From 
resilient Velvoleum* writing top to 
graceful arched or island base. Mode- 
Maker is as practical as it is beautiful, 
as efficient as it looks. 

Mode-Maker is manufactured in 31 
different models—a desk or table for 
every office job. And every desk and table 
may be had in either 29” or 3015” height. 
Thirty years’ experience as the world’s 
foremost builder of steel office equipment 
have gone into making Mode-Maker 


the world’s foremost line of metal desks. 
*Reg. U.S. Pat. Off. 


e METAL DESKS e« METAL Fil 


CFFICE MANAGEMENT AND EQUIPMENT 


“THE WORLD'S FOREMOST LINE OF METAL DESKS” 


DISTINCTIVE 
_ IN DESIGN AND UTILITY FEATURES 


Desk illustrated is No. 1760FSL. 


Sade’ aker 
METAL DESKS 
CE 


74 product of THE GENERAL 
FIREPROOFING COMPANY 


Department M9 
YOUNGSTOWN 1, OHiv 
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as WE CAN WELL DO 


) , 
WITHOUT THE STARTING GUN Ge) 


Only an efficient staff can take-off at 5 Your Stationer. He may have just the , 

o'clock sharp! If out-moded equipment right suggestion to meet your office , 
or obsolete office procedures are causing needs. That’s just one of the many serv- 

inefficiency and needless overtime, call ices Your Stationer can render. 
A good ma , ‘ 
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TRADE MARKS REG.U. S. PAT. OFF. 2 
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Sponsored by : 

EBERHARD FABER PENCIL COMPANY a 

Leadership in Fine Writing Materials— Office Pencils, Drawing Pencils, Drafting Pencils, Colored « 

Pencils, Ink Pencils, Hectograph Pencils, Pencil Erasers, Ink Erasers, Typewriter Erasers, Business a 

Machine Erasers, Fountain Pens, Mechanical Pencils, Refill Leads, Rubber - 

Bands, Marking Cra yons, Compasses, Stamp Pads & Inks, Type Cleaners. - 

: En 

a] is 


OFFICE MANAGEMENT AND EQUIPMENT September, 198 


7 3 nls ~ Le 4 
Se} ee 


. 4 

ae 4 ee 
ae | 

aa 
a | 
a" . 7 : 
L | mR. F RL 5 
, a 7 = 
. 24 (ire yaa 
ae Sn ee os ZC 
2. SF - LF | 
a | re B y —_ 
': v4 Fike | 
SS _ | 7 
Ww. [ | ° 
an 

if 
i 
f " i 
; 
2 4 | 

. 4 | 

— 
v y Pe 

‘. bt 
| ¢ 7 
ba : | 

: 7 

rr 
- t 4 ee 

a . 
i oe | ee aaa. | ae ee 1 


T. OFF. 


SEPTEMBER 1948 


Volume 9 No. 9 


In this issue 


Lunch-Time Quiz Game Informs 


en ES rrr eae oe ee 19 
By Charles Hackett 
Your Office is Different ........ 21 
By Charles O. Libbey 
Gaining a Conference Room ...... 23 


Work Simplification in the Office.. 25 
By O. J. McMunn 


First Impressions Count ........ 26 


“Male and Female Created He 
NE oo a es a are eo eae 29 


By Miriam Coburn 


A Practical Approach to Labor 


eS eer ee eee 30 
By David List 

New Things in the News ........ 35 

ee) err 45 


By Kimball Darby 


Member of Audit 
Bureau of Circulations. 
Member of 
Associated Business Papers. 


Published monthly by 
ANDREW GEYER, INC. 
260 Fifth Avenue, New York 1 


Murray Hill 9-4411 
Established 1877 


M. A. Geyer, President; Donald McAllister, Vice- 
President and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
Smythe, Mid-West Manager; Heskett K. Darby, 
Raffaela Pastore, Alistair P. Masson, Associate 
Editors. 
Advertising Staff, New York: Fred Steinhilber, 
William H. Hasbrouck, Jr., Charles B. Rosengren, 
James E. Neary, Jr.. Bernard E. Neary, Hal Moore. 
Merling Blakeman. Circulation: M. T. Weeks, Man- 
ager Production Department: James V. Quirk, Man- 
oon” Milton Sharon. Art Director: Joseph Hoch- 
eld, 
Branch Offices: Boston 16, 471 Statler Bldg. 
(Liberty 9677), Meade & Co., E. P. Meade, Mer., 
A. C. Kretschmar; Chicago 1, 228 North LaSalle 
St. (State 2912). John M. Smythe, Tom Bulger. 
James Millhouse; Los Angeles 14, 857 S. San Pedro 
(Trinity 2324). Josephine L. Fisher; San Fran- 
cisco 5, 593 Market St. (Douglas 2-2597), Alex- 
ander Rattray; St. Louis 1, 411 North 10th St. 
(Chestnut 1965), James R. Wright. 
Subscription: $3 «4 year in United States and its 
— Cuba, and Canada. Other 
es, $4 a year. Single copies 25 cents. Copy- 
right 1948 by Andrew Dania te. all rights = 
— Also publisher of Geyer’s Topics, Who 
Makes It and Where, The Gift & Art Buyer, and 
E 's Age. 
a as second class matter September 20, 1946, 
- Office, New York, under Act of March 3, 


Featurtag OFFICE PURCHASING, EQUIPMENT, METHODS AND PERSONNEL 


What's wrong with the boss? 


*IT IS surely no secret that executives are sometimes just 
as much misfits in their jobs as the worst of the employees 
they complain of. But for reasons hardly necessary to go 
into here, the poor executive tends to be far more secure in 
his job than the poor employee. He can of course also do 
far more damage to his organization, so that it is probably 
high time some of the psychological attention concentrated 
on the problem of the poor employee should be shifted to the 
problem cf the poor executive. 

Interesting to those who suspect that some executive col- 
league or superior is not all that he should be is a recent 
survey by Social Research, Inc., a group of University of 
Chicago psychologists, on reasons for executive failure. 

Discarding laziness, overwork, stupidity, drink, dishonesty, 
unfriendliness, inability to handle people, and other obvious 
deficiencies as end preducts rather than causes, Dr. Burleigh 
B. Gardner, head of the group, gives these reasons for failure 
in an executive position: concentration on detail rather than 
policy making, failure to carry responsibility, failure to find 
satisfaction in the job, inability to climb the ladder step by 
step, unwillingness to accept criticism, resistance to author- 
ity, arrogance to subordinates, prejudices interfering with 
judgment, failure to dilute work with play, fear of success, 
and mental ailments (often unrecognized). 
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{| If you want a decision, 


Top-Flight Advertisers of Ottice Equipment 


KNOW 


speak to the top man! 


Office Management and Equipment is 
the only magazine edited exclusively 
for top office management personnel 
—treasurers, comptrollers, office man- 
agers, purchasing agents—of the na- 
tion’s largest industrial and commer- 
cial organizations. 


They’re the men who make the deci- 
sions and give the final O.K. on the 
purchase of office equipment and sup- 
plies. They are never too busy to read 
their own “office executive’s magazine” 
which has become so essential to them. 
Write us for information on _ this 
market, or call any of our offices in 
Chicago, Boston, St. Louis, Los An- 
geles or San Francisco. 


OFFICE MANAGEMENT 
and EQUIPMENT 


Speaks to the Top Men Who Decide 
the Purchase of Office Equipment 


260 FIFTH AVE. + NEW YORK 1, N.Y, 


GEYER PUBLICATIONS—Est. 1877—Publishers of GEYER'S TOPICS, OFFICE MANAGEMENT 
AND EQUIPMENT, THE GIFT and ART BUYER, SPORTS AGE and Trade Directories 
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ve you so much on a Disc... 


nUD ERAT 


SOUNDWRITER 


IZ) 
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ng 
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/ ™ 
A ‘ THE NEW AUDOGRAPH Can 


(wag, help you get more work 
—— done faster, easier, and 
more economically — not because of any 
One particular feature — but because of 
multiple features combined to give you 
superb performance. 

For instance, the vinylite plastic Flexo- 
graph discs on which your dictation is re- 
corded are paper-thin, but virtually in- 
destructible. They can be transcribed, 
auditioned, filed for future reference, or 


‘ya 


mailed as easily and economically as a 
letter. But in addition, with AaupDoGRAPH’s 
exclusive, patented CLS* method of re- 
cording, you can dictate for a full hour — over 
14000 words — on one 81% inch disc, with 
uniform reproduction throughout the en- 
tire surface of the record. Only the aupo- 
GRAPH incorporates this feature — no other 
dictation instrument can give you so much on 
one disc. 

The new aupoGraPH operates by simple 
fingertip control. It 1s light, small (934 x 
914 x 61% ins.), rugged and portable. In 
fact, amazingly superior in so many ways 
you'll be wise to know more before de- 
ciding on any dictation system. Have your 
secretary send in the coupon for free booklet now! 


*Unlike old-fashioned turntable record- 
ing, the AUDOGRAPH plastic Flexo- 
graph Disc passes under the embossing 
jewel at a CONSTANT LINEAR 
SURFACE speed, CLS. 


FILLITIN! TEAR IT OUT! MAIL IT IN TODAY! 


A PRODUCT OF 


"2 
THE=GRAY MANUFACTURING COMPANY 


w. E. DITMARS, President 16 ARBOR STREET. HARTFORD, CONNECTICUT 


Originators ot the Pay Station Telephone and 
Makers of Communications Equipment since 1891 


Name & Tite 


isiNEss ADDRESS. 


OM 


Phone avvocRaPn your city for demonstration. 
Foreign Distribution, Westrex Cor poration— 
(Western Electric Export Corporation) 
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What every P.A. should know 


Any secretary will be glad to tell you 
that all carbon papers are not alike. 
Webster's Micrometric, for example, is 
the only carbon paper with the numbered 
scale that warns typists when they ap- 
proach the bottom of a page . . . assures 
neater spacing of letters and reports . . . 
results in faster work . . . helps secreta- 
ries avoid smudged fingers from carbon 
backs. 


Yet Micrometric costs no more than any 
other quality carbon paper. 


Factory warehouses from coast to coast 
mean quick delivery of Micrometric and 


other Webster products to over 1500 
dealers — and to you. Order **Webster’s’’ 
the next time you want carbon paper or 
typewriter ribbons; duplicating carbon 
papers and accessories, carbon paper rib- 
bons for photo-offset work; ribbons and 
carbons for Elliott-Fisher, Addressing, 
Adding and International Business 
Machines. 


Consult your nearest dealer, or write to 
F. S. Webster Co., 9 Amherst Street, 
Cambridge 42, Mass. Warehouses in New 
York, Philadelphia, Pittsburgh, Detroit, 
Chicago, San Francisco. 


Better buy... 


WEBSTER’S 


Micrometric Carbon Papers and Typewriter Ribbons 
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e A-S-E factories in Aurora, Illinois, and South 
Bend, Indiana, are more than just so many bricks 
and so much mortar. They’re almost like living 
things, in that they have 36 years of growth be- 
hind them, a well-developed sense of responsi- 
bility to the trade, character founded on product 
dependability, and confidence that the future 
holds an ever-growing acceptance of A-S-E 


products among dealers and users. 


This rare combination of qualities— 
responsibility, dependability, confidence 
—is building Dealer Benefits and Product 


Preference for today and tomorrow. 


When you attend the National Office Furniture 
Convention at the Waldorf-Astoria Hotel in New York, 


October 28-29, stop by Booths J8—JIO and see for 
yourself the quality of A-S-E Equipment. 


ee 


ALL-STEEL EQUIPMENT, Inc. 


900 Cleveland Avenue, Aurora, Illinois 


lla 


a 


OFFICE MANAGEMENT AND EQUIPMENT = 


¥ = i : 
A aaa. ee. ee ea : = 
i) ae i ox. a a ®- ooo ee = : | 
woh “ » é: te. if ei: * Ks May “sa it Pee 2 F 4 . 
‘ Si —~ i as iin ti. Ay Fe “ : 
—<_- nee ris : 
” te T— 2 a. Jeane ss pee, ee ¥ eee, ee 4 . 
of. * le be Ant - te ET lt , yy , 
J ee A> fe 
7? x a we ge —— nail ” yy a ; 
= . at a # . » - nis 
) ae - ~ == j 
= = — ., eS 
| , 
5 A “ae ; 
t. rl L , i u 
Ys 4 , 
ie , ws! ; Py 
a : g Ss 
| = oo — ,. 7 wat “a ~$ 
| a "=? jf divs PO ae Bo . ae a fae i “ 
| a ST uw | — 
| 
~-:,/ : Y a. te — | 
yl ——, —s 
ase eon <4 _ nh ; } 
a, \ ¢ : OEE . ——— i cy 
| oy ee ae ett oan ~ 
L ——— ae ory | 
1 a Tk... eee aaa | 
| 
K a ig ee 
0 oi : : 
P . gm. _ a; 4 
v anti . De 
ra — 7 B= ™ Be | 
m ‘ ¥ =e * 4 7 | 
© 2° eJ- om . ar SE 
a, “cli mea thee fo ea 
i ee 
| " — 
| = \ 
((fn2 
ea Spy = 
he ; 
| 
ina —_— 
, 
“| 
a 
_ ee oe 
: a aoe 4 3 cy : Tes ae eee s 3 ae 
7. eee Te 3 ae 


a q an > Lp ate a 
ats ; 4 iF: bah v5.0 a a. 


SAY 


YOU GET THE FINEST IN 


MERCURY PRODUCTS 


Now your office duplicating machines can 
turn out jobs that rival work by commer- 
cial printers. These rollers and blankets 
are built exactly like accessories for big 
printing and lithograph presses. You get 
extra mileage and cleaner, sharper repro- 
duction, than you have ever had before 
when you switch to Mercury products. Yet 
they cost no more! 


OG I a ea ee 


a ee RAPID ROLLER company 


_D. M. RAPPORT, Pres. "Federal at 26th Street, ©» CHICAGO 
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On Fine Office Furniture 
The CrestLINE Label 


Fine office furniture, designed for today and 


many tomorrows, is yours when you buy equipment 
bearing the CRESTLINE Label. 

CRESTLINE is the brand name of an entirely new 
line of better office furniture. It is a name backed 


by equipment of fine appearance and 


unmatched efficiency plus the long life of 


full steel construction. 
lor an individual unit or a complete 
office installation . . . look first to the 


finest . . . to Security’s CRESTLINE. 


SECURITY STEEL EQUIPMENT CORPORATION, AVENEL, NEW JERSEY 
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Seeing is Gelieving 


..- and we want you to 


SEE and INSPECT 
EVERY DETAIL in 


QuaurY 
HOOSIER DESKS 


NO. 2560 CLERICAL DESK 


“Built True Clear Thru,” four words that 
guarantee customer satisfaction. Every- 
; thing an office desk can offer — Beauty 
—Utility—Quality and Value. Six Style 
Lines from which to select the correct 
style and model for every office use. 


i 


< DESK COMPANY 2 
$ = a peat is ee ~laleas 


‘oh oe” ly a — er 


We welcome letters from readers on any phase 
of office management. Opinions expressed are not 
necessarily those held by this magazine. 


Termites An Office Menace? 


On page 56 of April Orrick MANAGEMENT & EQUIPMENT 
appears an article entitled: “Termites Can Be An Office 
Menace.” We are concerned about this article because of its 
impiications and erroneous impressions it can create in the 
minds of uninformed people, both as to the extent and possi- 
bilities of termite attack and damage, and that the use of 
wood in construction of buildings or in furniture is an invita- 
tion to such attack and damage. No one who knows wouid be 
naive enough to deny that termites are a pest and do cause 
damage. On the other hand, the appzarance of termites and 
damage in a locality is no cause for hysteria, or indication 
that a relentless invader is about to cause widespread de- 
struction to buildings or contents. 


Rare occurrence 
That upper New York and Buffalo are within the limits 
in which subterranean termites are found in continental 
United States is known, but occurrences in such areas is also 


known to be rare; in fact, the article itself states: “. . . had 
the termites tabbed when they turned up for the first time 
in Buffalo recently .. .,” and also “this is the first time 


we've found them in Buffalo,” he said. “This might be 
serious.” The writer, who has been for many years a stu- 
dent of termites and termite damage and control, and is 
frequently called in as a consultant, is a former resident of 
Buffalo, and is conversant with the distribution of termites 
and the extent of damage caused by them over the United 
States. According to the latest official list of “Distribution 
of Described Termites in North America by Provinces and 
States,” the only termites in New York State are Reticuli- 
termes flavipes Kollar (which are also found in other eastern 
states). It is a well-established fact that termites have 
existed in various localities for great periods of time with- 
out having done damage to structures or contents. That 
an isolated case shows up is no cause for alarm and this 
is proven conclusively by actual experience in areas and 
regions where termites are prevalent. Nor is it proven that 
termites are migrating from the South and invading hereto- 
fore free northern areas; in fact, continuous surveys on this 
subject have been carried on by the U. S. Bureau of Entom- 
ology and Plant Quarantine since 1917, and have proven 
that this somewhat popular belief is entirely erroneous. 

The title of the article, and its appearance in an office 
equipment magazine, would lead the average person to be- 
lieve that termites (of the subterranean species) are (and 
can be in Buffalo where they have appeared but once) 4 
“serious” menace to furniture and office equipment. This 
is quite far-fetched, because even in the most sedate and 
conservative offices, the furniture, etc., is usually moved a 
bit for cleaning or decorating at least once or twice a yeal, 
and such movement would lead to immediate discovery in 
the event that termites had by some means tiaveled from 
point of entry into the building to the piece of furniture in- 
fested. That serious damage could occur in such intervals 
would be most unusual and unlikely. 


(Turn to page 80) 
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Have your nearby Woodstock 
representative bring the new deluxe 
1948 model to your office. See how 
quiet and precision perfect it 
really is. A demonstration will 
convirice you of the ease, speed 
and pleasure it will add to your 
typist’s work. Give it a 
thorough test . . . check 
its many new features. 
Prove to yourself that 
this is the typewriter 
for your office. 
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outstanding features 
greater durability 
increased F. Q. 


; What's the F. Q. (filing quotient) of your filing 
| operation? It can be measured by the efficiency, 
{ 
- 


a lll ei a Se 


accuracy and capacity of your filing clerks. It's an 
important part of your business and a measurable 
cost of your business operation. 

Browne-Morse Glider Files help to increase the 
F. Q. of your filing department. Only a 5% ounce 
pull is required to open the drawer of a Browne- 
Morse Glider File. This factor alone greatly reduces the fatigue factor in 
filing . . . permits your filing clerks to file more accurately . . . increases 
their capacity. This plus the many other outstanding features of a 
Browne-Morse Glider File cuts this measurable cost of your business 
operation. The smooth performance, durability and dependability of 
Browne-Morse Glider Files make them the best designed, best engi- 
neered and biggest value on the market today. Check the features below: 


The extension arr on Browne-Morse files carry a fully loaded drawer swiftly, silently 
and easily on six case-hardened steel balls strategically fitted into the extension arms 
Key to BROWNE-MORSE with engineered ball running ratios. No lubrication required. 
Ce a ° Bearing Type Raceways. The contour of the balls exactly fits the contour of the 
gliding action raceways of the extension arm. This scientific bearing feature eliminates the possibility 
of excessive wear... prevents the drawer from sticking or jamming. 


Just a slight movement 
of the handle up or 
down releases the 


pinching, 
- . catching’ _ Projection 
_ The new 


: beautifully" design Soviened 
with aluminum satin 
Patented channels and extension - 
slides permit the installation of © 
tp inserts in all openings by any- 
EY one without the use of tools. Ce : if f 
} Automatic locks may also be < — = —— a 6 / 
7 stalled in the field. | the a aed , Sas ' 
, 
te ." Architects of Efficiency for America’s Office pg a oe ae 7] 
5 ] ’ on the Browne-Morse ; 
> ; k Glider File. Learn ‘en, of 
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your filing operation. 
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DRAWING PENCIL MADE 
IN 17 DEGREES 
IN PERFORMANCE 


IN QUALITY 
ro 3 

KOH-I-NOOR Drawing Pencils are precision instruments of the finest quality, AS 
professionally designed and manufactured by the most modern type of ma- fr 
chinery. Expert supervision of every step, meets the exacting requirements y 
of all architects, draftsmen, engineers and artists. 4 yy 
Specifications . . . 17 Degrees ~ Uniform Accurate Grading Y Long 
Wearing “ Unsurpassed Breaking Strength “ Smooth Y Clear, ¥ 


Sharp Lines “ _ Black ~~ Opaque (Perfect Reproduction) “ Long Sea- fey, 
soned Cedar Strong Wood-Lead Adherence “ Lustrous Finish ~ 
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Degree Marking in Brown Panel 
Rounded Dipped End 

imported Leads—17 Degrees 
Printed Cellophane Wrap 
Packed in Metal Boxes 


~ Aga Available 990 
KOH-I-NOOR POLYCOLOR PENCILS 


WITH IMPORTED LEADS 


IN 65 COLORS 


KOH-Il-NOOR PENCIL COMPANY. INC. 


BLOOMSBURY, NEW JERSEY H eh 
= se Ee coarse 
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As the name implies, Silk Spun carbon paper 
offers a limited number of discriminating 
executives and operators a product of uncom- 
promising standards that long has been rec- 
ognized for producing the greatest possible 
number of clear, clean, brilliant copies. These 
fine examples of precision workmanship are 
made by the exclusive “M&V” Duplex Proc- 
ess that literally forces the rich ink mixture 


PRIDE IN SKILLED CRAFTSMANSHIP 


through every fibre of the tough, though 
extremely light weight paper. They provide 
a far greater intensity of copy yet economi- 
cally insure a more gradual weardown. All 
Silk Spun ribbons continue to be made of 
the finest quality genuine pure silk fabric 
produced. They insure accurate work of un- 
excelled neatness and uniformity even under 
the most exacting machine conditions. 


MITTAG AND VOLGER, INC. 


ESTABLISHED 1881 


FINE CARBON PAPERS & INKED RIBBONS e PARK RIDGE. NEW JERSE) 
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"| LOVE YOUR NEW DISPENSER, TEX,” “A CINCH TO USE,” SAYS SALESMAN BILL, 


CONFESSES STENO SUE. “THE SIDES CAN'T SPREAD... STAY STEADY. 
“THE FRAME WONT SQUEEZE AND LOCK THE ROLL AND SO THE TAPE IS HELD QUITE FIRM, 
AS SOME DISPENSERS 00 /” NOT JAMMED, NOT LOOSE...8UT READY /” 


YOU'LL SAY OUR NEW DISPENSER'S TOPS... 
YOU'RE SURE TO LIKE IT FINE. 
AND SEE HOW SWELL IT LOOKS IN THE 
NEW CANODY-STRIPE DESIGN / 


“THE SHARPER CUTTER BAR,” SAYS RED, 
‘CUTS TAPE SO CLEAN AND NEAT, 
| NEVER NEED TO TWIST OR TUG... 
IT HAS ALL OTHERS BEAT /” 


EXBIAL Tape 


a 
= 


CELLOPHANE TAPE 3%: 
STICKS WITH A TOUCH 


@TEXCEL 


INDUSTRIAL TAPE CORPORATION - NEW BRUNSWICK, N. J. 
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HENEVER YOUR OFFICE WINDOWS ARE OPEN, whenever your merchan- 

dise is checked in or out on open platforms, there’s a good chance for rain or 
snow to “mess up” your records and cause costly errors. Whenever hands perspire, 
the check marks or notations made in color on office papers will smudge and smear 
unless the right colored pencil is used. 


THE RIGHT COLORED PENCIL IS EAGLE VERITHIN. All of its 30 brilliant 
colors are made fzom insoluble pigments . . . proof against every kind of water damage. 


VERITHIN’S VERY STRONG COLORED LEAD takes a perfect point in any 
sharpener every time. By a patented process, its lead is interwoven with binding 
filaments that make it so tough and flexible that it will not twist out, crumble or break 
even in a dull sharpener; and VERITHIN’S lead is so durable that it will make over 
4,000 check marks from one point before it needs resharpening ! 


You'll find that VERITHIN pays for itself in extra strength, extra smoothness and 
extra wear—plus the “insurance” of insoluble pigments to protect your records. 


Send for free sample. Write us on os Sa ufiles ony EAGLE PENCIL COMPANY 


your business letterhead naming your on 


pencil supplier, and we will send you meh : — 703 East 13th Street 
a test sample of the VERITHIN — — New York City 
pencil in any 1 color listed at right. sa 


¢ 
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30 Rich 
Colors 


'/y Tuscan Red 
* *747~ Black 
747'/> Dark Grey 
748 Redand Blue 
*750 Vermilion 
*753 Silver 
*754 Gold 


*Your Chief Draughtsman will like 
these colors for marking blue prints. 
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LUNCH-TIME 
QUIZ GAME 
INFORMS 
EMPLOYEES 


September, 1948 


Playing Qunch in one of the cafeterias at General Aniline & Film Corp.'s 


By Charles Hackett 


Ansco Division, Binghamton, N. Y. 


% A PENCIL is an added lunchtime implement 
when employees of General Aniline & Film Corp., 
on a certain day of each week, sit down not only 
to eat their lunch, but also to gratify the competi- 
tive urge and perhaps win a free lunch, free 
lunches for a whole week, or a climaxing capital 
prize. 

With its establishment of Qunch (quiz at 
lunch), General Aniline not only provides some 
stimulating noon-hour diversion for its people 
but helps them to some useful knowledge of the 
history, policies. products, and personalities of 
their company. 

All the cafeterias of General Aniline & Film 
Corp. play Qunch once, and in some cases twice, 
a week. Conceived by the public relations de- 
partment of this company, the game is copy- 
righted, but is being made available to other or- 
ganizations upon request. Winners get a free 
lunch, and the week’s best score wins free lunches 
for a whole week. Jack Frye, president of Gen- 
eral Aniline, plans to award capital prizes at a 
company-wide Qunch contest, with various plant 
winners matched against one another. 

“This game takes advantage of the age-old 
American interest in games and the current pop- 
ularity of radio quiz programs,” Mr. Frye says. 
“But it also gets over to employees in an interest- 
ing and challenging manner basic facts about 
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their company and about the economics of Amer- 
ican business. It is promoting a new understand- 
ing of our company by its employees. All ques- 
tions are based on information previously directed 
to employees through such media as house mag- 
azines, various company publications, employee 
meetings, speeches, and annual reports. Em- 
ployees who are thoroughly informed about their 
company make for improved employee-manage- 
ment relations.” . 

The Qunch questionnaire is a two-part form, 
one part of which is the quiz for that day, and 


ee: — 


the other the answer sheet to the preceding quiz. 
Each part of the form bears the same serial 
number. 

The questions are all answerable by check 
marks. After the quiz sheet has been checked, 
the Qunch player tears it off and drops it in 
the Qunch box in the cafeteria, keeping the other 
half of the form for identification. 

In making Qunch available to other organiza- 
tions, Mr. Frye hopes that his company’s Qunch 
champion can later compete in a contest with top 
winners in other large corporations. 


Qunch sheet separates into two parts—one carries the quiz for the day; 
the other, answers to the previous quiz. 
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A. Devaney, Inc., N. Y. 


However standardized, office service is of inherently heterogeneous nature, 


YOUR OFFICE IS DIFFERENT 


By Charles O. Libbey 
Head, Office Methods Staff, Tennessee Valley Authority, Knoxville, Tenn. 


x IT MAY BE that the office is difficult to de- 
fine because we see it in such variety. It is dif- 
ferent in size, different in evolution toward mod- 
ern business practice, and different in objectives. 
Here it takes the form of a desk and file in the 
corner of a small textile mill, and there it is seen 
as floor upon floor of record keeping in an insur- 
ance company. It may be incidental to other 
functions or the company may be almost all office. 
It is said that good business practice is as im- 
portant to the small office as to the big one and 
that large offices are only a lot of small ones put 
together. However, as the office organization 
grows in size it also expands in complexities which 
demand attention and in expense that requires 
analysis, When the office is small it fits into the 
clerical pattern of the business, but when it is 
large it becomes part of the executive pattern. 
le some office services may be centralized be- 
‘ase of common activities, there will still be of- 
fices in major departments necessary at the point 
‘fuse. An office is not a location or a series of 
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activities; an enterprise is shot through with 
office work. 

Management does not always recognize the 
heterogeneous nature of its office service. There 
is hardly any other division of the company quite 
like it in structure. Other activities, grouped 
together by function, are likely to have a strong 
similarity in techniques and skills. Office services, 
on the other hand, involve duplicating processes 
here, a telephone exchange there, and a transcrip- 
tion pool or a supply warehouse somewhere else. 
They represent a variety of skills and specializa- 
tion, and thereby hangs the tale of office services. 

The services represent more than a score of 
major types of activities requiring special knowl- 
edge. Some of these major breakdowns carry on 
the outline into still greater ramification. Ma- 
chines and appliances cover a wide field of appli- 
cation; and under personnel relations such a topic 
as white-collar unions forms a study all by itself. 

This may be understood by management in 
principle and be neglected in practice. We often 
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group unlike activities together and emphasize 
the span of control in terms of number super- 
vised instead of the variety of separate skills. 
And yet one can control the efforts of twenty-five 
persons doing the same work more easily by far 
than five groups, each of five persons, doing five 
different things. It is more difficult to plan and 
to keep informed of all the special multiform 
details. 

It is the general aspect of service, of course, 
that groups this miscellany of activities together. 
Even here it is sometimes difficult to bring about 
a uniformity of teamwork among employees. 
Each is likely to feel a provincialism in his special 
skills or his place in the organization structure. 
The centralization of filing operations under an 
office service manager may bear little relationship 
to the pooling of transcription under the same 
executive. Lines of delegation and cross relation- 
ships may often be obscure. 

One of the first problems is what to centralize 
in service. While volumes and common activities 
may point the way, it is an analysis almost in 
each instance. We must remember that there 
may be hidden efficiencies just as there are hidden 
costs. Transcription, custodial services, ware- 
housing, forms coordination, filing, mailing, ad- 
dressing, and duplicating lend themselves readily 
to some degree of centralization. And yet there 
are differences that must be considered in the 


% THE CHAIRMAN of the National Office Man- 
agement Association’s chapter service committee, 
Harold Kase, of Taylor Instrument Companies, 
Rochester, N. Y., has announced that this year 
the association’s Geyer Award has been won by 
two chapters, one in Canada and one in the United 
States. The Canadian chapter is Calgary, Alberta; 
the United States chapter, Youngstown, Ohio. 
This award, established in 1947 by Andrew 
Geyer, Inc., publishers of OFFICE MANAGEMENT 
& EQUIPMENT, was presented for the first time 
this year. A different phase of chapter activity 
may be chosen each year as the basis of the 
Award. In line with its policy of devoting its 
energies to maximum service for old members 
rather than to acquisition of new ones, the Asso- 
ciation chose as the basis of this year’s award 
satisfactory maintenance of membership. Both 
of the winning chapters made a score of 100 per 
cent, which signifies that neither lost a member 
during the course of the year. 

At a special ceremony during NOMA’s Area 6 
Conference at Fort Wayne September 18th, As- 
sociation President K. B. Willett, of Hardware 
Mutuals, Stevens Point, Wis., will present the 
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Youngstown, Calgary 


analysis. In centralizing files, for instance, we 
must see that we are not just developing othe 
duplicate files. Forms coordination, however, cay 
be effective only under a central review of some 
sort. 
All offices need services relating to space, com. 
munications, equipment, and supplies and those 
many other services common to all office work 
In addition an understanding of work conditions, 
research in standardization of equipment and ma- 
chines, and advisory activities for other offices are 
based on special knowledge. If the office manager 
is a specialist in his field he must do more than 
answer a demand for service. He must create a 
demand for the right kinds of service for the good 
of the company. 
The position of office manager has been called 

a selling job so often that there should be no need 
to stress it with more argument. It boils down 
to these terms: If these activities were his own 
personal business, how would he handle them to 
get and keep customers? 
If we are to make advancement in recognition 
of office management, we must develop the tech- 
nical aspect of this service. We must understand 
that not every administrator can run an office 
successfully without help. It is not a thing to be 
done as a sideline. We have many exhibits of the 
technical man, competent in his own technology. 
(Turn to page 58) 


Win Geyer Award 


award to the Youngstown chapter president, I. (. 
Jones, of Commercial Shearing & Stamping Co. 

Calgary will receive its award on October 20th, 
when the association’s secretary-treasurer, W. 1. 
Evans, stops off there during a trip west. He 
will make the presentation to the Calgary chapter 
president, Ralph Ranson, Felt & Tarrant, Lid. 
at a special chapter meeting. 

The two winning chapters are both relativel’ 
young in Nomayears, Youngstown having rt 
ceived its charter in April, 1943; Calgary, # 
January, 1945. From their very beginning both 
chapters have participated to an unusual degré 
in all types of association activity, both withir 
the chapter and on the national level. 

Officers of these chapters (in addition to th 
president) are: 

Calgary: vice-president, W. H. Carruther 
C. M. & S. of Canada, Ltd.; secretary, D. C. Mi 
Intosh, Calgary Power Co., Ltd.; treasurer, E. 
McLean, Marshall Wells, Ltd. 

Youngstown: vice-president, C. A. Hime 
Strouss-Hirshberg Co.; secretary, D. D. Jamis’ 
General Fireproofing Co.; treasurer, B. C. Jacot' 
Stambough Thompson Co. 
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* IN WALL STREET where space is at a prem- 
called } iym, the most must be obtained from every inch 
0 need | of space. That is why, when the firm of Elbert & 
; down | Co, decided to add a private conference room to 
is OWN ' their office facilities, the room was gained by a 
hem t0| transformation of existing office space. 

When Kim Hoffmann and Stephen Heidrich, 
gnition ; New York industrial designers and interior deco- “oe “Peer. 
e tech- | rators, were commissioned to build the conference 


erstand room, they found little that was architecturally Room selected to become conference space. 
n office 


ig to be 
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inology. 


This is the room above, transformed. 


nt, 1. ¢. 
ving Co. 
yer 20th, 
r, W.H. 
est. He 
- chapter 
nt, Ltd. 


-elativel! 
ving It 
gary, iD 
sing bot! 
al degrt 
hh withi 


yn to th 


rrruther: 
D.C. M 
rer, E. t 


.. Hime 
. Jamis! 
c: J acol: 


ember, 1% OFFICE MANAGEMENT AND EQUIPMENT 23 


a -? a, * Bor Fa ol, > a Te er. Seed ? 
ea 7 | ae i a he aA) 2S oa on he. = — Rs Site a a oe ar i g aa ai 
7. * —_ sn oy heer . — 2 a S 
a po 5 pemeneena P 
_— we . i 43 x 
— A z 2 Pa i ; 
— ae ae . 
. ' a « ie. , ’ 
~ 4 - ; : x f rn perth 
a i a aces 3 
- Sua i | . 
; 4 ee aie aS 7 3 
eg So a i a. 
= 8 oS rz oF | % is 
— | By **| . 
— oa . © = i a 
a 4 = I 3 
; _ a gs . : 4 
a : 4 oy 
ee 7 pill 313% i co aint? Ce 
x : » ee =—— See” oe et 
“ a ad % “~ 2 a a. . —— 
_— —_- as “—) 2 oe 
| : = Oe 
tees 5 ae Bey aes a. i‘: ! 
2 a rey 5. er: Salen < 3 
eer et tye p. ey: Pi sat Bae 
a: - 
Be. Eee han sy {i 
2) a aes = mete H 
eden) Se = Bi 
a 4 ea : bp \ 
ee ; 
i = , hme matte | 
7 t y * 
t & : 3 
q > 2. : sd ae a a ~ ~ aa Pe 1 a: = 3 a 
y SNe Se Sa Pi ' fs = “ont r 
- wae 2 A . eS eo Ma Tes be GC 
[= ; si l=? = “a 
Bi 2 & ao Fi: : @ 4 = oe “ce 30 ; a . 
; Se: FE P . . é : —- 2 Re 
he 3 . 2 i : G ; se 
SS =k C i . SD = hs 
— 2 a . s - 3 SK a4 e a = a iy ct 
cae. fs 3 - ac —_ - = =) =) 4 6 ct - 
me aes <3 = “ >= —aS = a = = , s = 
ses ses ‘a 3 , i " ~~ ao S oP oe } os — 
§ : as § « q { ? ’ = = oe = . ge " ee oe 
: ie Sah ; => 3 ad i a 
od = = e “ : a — Se cS a d —_ ; + ne. SS , ; on 
5 >» “hE: §iecaR «ss c a : +z ee . jhe 
Bit eS = — s Dn = = Ge, cre eee = eg 
‘ : = SPI * " " . « sine 
ee a = a —Bio » > ae i iy Bie, = : av | ues 
; ity 7% ; ie ; 4 | g 71 a : x 
nay ie . hie a +i CS ~, i \ s . : : 68 
ae 2 4 - r ~ t : 3 can 
>a 7 wo ee 3 — SF 3 ‘ —— ce P + \\Wal — ; : | 
- a Sie ‘ « GY = Ses ‘ Ye. bas 
se “ vf ~~ = —— <— — Pr ~ eo > . 2 
7 SS 4 x=) = S45 > i > = RES aS 
7 ¢ ~ > = ) = oS a 
= 4 ; —— e = F : = 2 
ay ES . xs Soe) ee SS See. - 
b . ‘ Jed le ae oi ; < 
‘i c: ppg, -2. : | 
Soto s Sees == | ‘er: 4 be 
of foore4 pe f+ eee ae . = 
" sas e m : 4 — - < 2 ee 3 ea s 
Bs S f ..<ill oae ~ te pe ig ‘s F ee: ; 
= ie i) — aa oe 
at je : re oo. 3 — 
ia a .* rs x im } _— a 
ae = "= , ri_ ae ae 
of % 4 i , ‘ Ps 7 ‘, q ae a" E d ag i 
mee Yee - af RG Srna, e 
ee s ; ae a a abies ME a 
a ; a mi on vol aaesae & “ ihe 
NX — SS ‘ oe a ) 
! . 
; La vee agaaie 4 Sp . m iets eames" poe ‘aoe 2 a. aerial of ee a. oe q win te ne 
: “ , on cr ee lle 
ee ‘3% ito. > a 


aD ote 


the directors of the firm can get together for 
a confidential talk with a client, or do some of 
their own work. 

Hoffmann and Heidrich covered the moldings 
near the ceiling with a wide valance painted jy 
the color of the wall—a very pale shade of greey 
—and installed their new curtains behind the 
valance. The curtains, a Ben Rose product, were 
dyed to order with a brilliant copper cloud design 
on a pale grey (near white) background. 

A new radiator cover in grey American walnut 
follows the line of a U-shaped cornice which runs 
parallel to the window and continues for about 
2 feet on the adjoining walls. Into this U-shape 
the designers fitted a table pointed at the window 
and wider towards the door, presenting an elon- 
gated drop-shape. The base is made of walnut 
and the top of 1-inch thick raw glass. This glass 
is held in place by two wooden pegs emerging 
from the two legs of the table and penetrating 


Unique table is a center of interest und use. the glass, flush with the surface of the glass. Five 
people can be seated around this table. 
; promising in the room selected. The room, meas- A corner group of detachable modern chairs, 
“7 uring 10 by 12 feet, had ugly moldings along the with a corner table for telephone, books, and a 
cE walls and ceiling. The radiator was high and lamp complete the room arrangement. The car- 
unsightly and so were the lighting fixtures. pet is dark green. The chairs are upholstered 
; 4 Today this room is a smart, modern unit, where in dark chocolate brown fabric. 


Corner grouping in conference room. 
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War's destruction has enforced simplification on many a European office. 
Post-war scene in London financial district. 


WORK. SIMPLIFICATION IN THE OFFICE 


By O. J. McMunn 
Duquesne Light Co., Pittsburgh, Pa 


Chairman of the Board, National Office Management Association 


Second of two articles. The first appeared in the July issue. 


* AS I POINTED out, there is very little dif- 
ference in an engineer’s approach to work simpli- 
fication from those outlined in my first article. 
Work simplification requires a systematic and 
orderly method of attack in order to make thor- 
ough research to reach understandable conclu- 
sions. 


These quotations from the first chapter of the 
NOMA Work Simplification Committee’s Manual 
may simplify the so-called philosophy. J. M. 
Robins, of Roberk Co., Norwalk, Conn., says: 


“The first step is the building of a foundation, a 
basis from which to proceed. That basis must be 
a mutual understanding. an accepted mutual un- 
derstanding, regarding the subject. 

“It pertains not only to the review of past meth- 
ods and procedures with the intent to simplify, but 
It also pertains to the present and immediate con- 

uct of all activities and functions in the least 
elaborate manner. 

‘Work simplification, in the final analysis, is a 
policy that must be consistent with the objectives 
of the enterprise. Rather than being its own 
reason for being,’ it must stand measurement 
against company purposes. 

Above all, the tools of simplication must not be 
confused with the broader philosophy. No tool 
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is better than the thoughts which guide its use. 
“To far too many people, work simplification 
means merely one or more or all of these: 
Flow process charts 
Motion economy 
Work distribution charts 
Flow diagrams 
Work measurement 
Job methods training and its many variations 
Office short cuts and labor-saving devices 
A one-time work simplification program. 

“Important as they are, and they are important, 
these are the tools of work simplification. We may 
use any of them, a combination of some of them or 
all of them, but need not use any of them to help 
us ‘conduct all the day-to-day activities and func- 
tions of the office in the least elaborate, least com- 
plicated, least intricate and least laborious man- 
ner.’ 

“To say that work simplification is essentially 
an attitude toward doing, may seem to be over- 
simplifying. Yet, that is exactly what it really is. 

“This attitude when implanted in the mind of 
every office worker bears surprising fruit. The 
fruition of the attitude hangs on understanding, 
acceptance, and use by the complete employee 
chain. 

“This understanding, acceptance and use must 
become a constant, compelling force that influ- 

(Turn to page 60) 
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% THE FIRST impression is always the impor- 
tant impression! 

Architects Leon and Lionel Levy, of New York, 
kept this in mind when they designed the offices 
of the Electric Boat Co., at 445 Park Ave., New 
York. Entering the reception room, one finds an 
atmosphere in tune with the other offices and 
with the business itselfi—elegant, simple lines in 
a room as modern as the all-glass-and-aluminum 
Tishman Building, where the offices are located. 

The walls are flexwood to give the room a feel- 
ing of clear-cut neatness, the floor is of rubber 
tile, and the smart, long couch is covered in green 
leather. Green plants lend an added note of wel- 
come to the already welcoming room. An origi- 
nal painting of a marine view hangs on one of 
the walls, symbolic of the company as manufac- 
turers of submarines and Elco cruisers. Recessed 
cove lights with fluorescent lighting illuminate 
the room, and corrugated structural glass, manu- 
factured by the Mississippi Glass Co.. provides 
added luminosity. 
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Functional end striking as the all glass and 
aluminum building in which the offices of 
Electric Boat Co. are located is this confer- 
ence table and desk of grey oak. The chairs 
are covered in terra-cotta leather and on the 
back of each one is a plate inscribed with 
the name of the board member who sits there. 
The atmosphere is one of smart dignity. 


Moving from the reception room to the board of 
directors’ room, one finds oneself in an atmos- 
phere that is both iuxurious and dignified, re- 
flecting the sense of importance attached to a 
board meeting. Behind an elongated conference 
table with a curved end is a buffet cabinet, and 
above the buffet is another original painting of 
a marine view. The woodwork of the conference 
table is grey oak, and the chairs—with a name- 
plate on the back of each one, inscribed with the 
name of the respective director—are covered in 
terra-cotta leather, making a pleasing color 
scheme. 

Leaving the directors’ room, one moves into 
the president’s office, dignified and elegant, with 
smart Weldtex walls and clear-cut modern lines. 
The color scheme, similar to the directors’ room, 
is terra-cotta and grey, with clear grey oak con- 
ference desk and table and chairs covered in terra- 
cotta leather. Here recessed cove lights give the 
room both light and warmth, and here again an 
original marine painting emphasizes the Elco 
cruisers and submarines. 
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About Our Cover 


% FLANKED by two brass lamps, Mayor Wil- 
liam O’Dwyer, of New York, works at a desk 
that is habitually a cleared one. A file, a paper, 
or a document representing a mayoral chore is 
received, executed, and sent on its way. That’s 
the desk technique of the nation’s busiest mayor, 
a mayor who’s no less busy by reason of New 
York’s Golden Jubilee celebration, marking the 
fiftieth avniversary of the incorporation of the 
five boroughs into the Greater City. 

In the upper left hand corner of the desk can 
be seen the framed calendar of daily events. The 
various appointments listed on it are shown in 
large type for his quick perusal. The miniature 
sombrero is of chased silver, and was given to 
the Mayor by President Aleman of Mexico. The 
photograph is of the Mayor’s wife, who died in 
1946. The lamps were bought by John Purroy 
Mitchell, during his term as mayor. A calendar 
and memo pad, a combination barometer and 
clock, and ash trays (the Mayor is a pipe smoker) 
complete the equipment. 


A fog of mystery surrounds the desk itself. 
All that is known concerning it is that it has 
been at the City Hall for many years. That it 
was brought up from Federal Hall in Wall Street, 
where Washington was inaugurated, when the 
present City Hall was built early in the nineteenth 
century or that it was purchased by one of the 
city’s early mayors, are some of the theories 
offered. 

A fireplace, a settee with a radio located behind 
it, and two early American clocks (not shown) 
add charm to this office. 
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Business Conditions 


% THE following, from the September Ist re- 
port of the National Association of Purchasing 
Agents Business Survey Committee, represents 
the composite opinion of purchasing agents who 
comprise the Business Survey Committee, whose 
Chairman is Robert C. Swanton, director of pur- 
chases, Winchester Repeating Arms Corp. 

“Purchasing agents report that general indus- 
trial business this summer has maintained the 
gains made from March to June, but has 
leveled off on that high plateau and now shows 
some indications of a downward trend. Produc- 
tion is slightly off from June largely reflecting 
the vacation shutdowns which are more prevalent 
than in past years. Backlogs of orders, which 
started to grow in April, have shown no increase 
since June, although supported by more inten- 
sive and aggressive sales efforts. Commenting 
on the reasons for this situation, purchasing 
executives mention prices as being too high, 
greater availability of many non-critical items, 
agricultural market weakness, and the lack of 
any incentive for forward buying beyond known 
requirements. 

“Basing point pricing changes came in for 
much discussion in the reports. It is apparent 
that more business is adversely affected than 
helped by the switch to F.O.B. shipping point. 
Many hold the opinion that the real effect of 
eliminating basing point pricing cannot be meas- 
ured until the commodities involved are distrib- 
uted under more competitive conditions. 

“The over-all business picture is still good, but 
future developments seem less certain.” 


New York's affairs are handled 
from this office. 
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“AND WHEN YOu ARE WITH US 50 YEARS You GET 
ONE OF THESE BEAUTIFUL GOLD PINs.” 


“MALE AND FEMALE CREATED HE THEM” 


A Balance Sheet of Bosses 


By Miriam Coburn 


of the Transcription Supervisors Association of New York 


*% IT HAS been said “Make my boss a man!” 
and much has been buzzed around about “wom- 
an’s place in the office.” 

After thirty years’ experience as a_bread- 
earner, and having now reached the rocking chair 
stage in life, an old-time acquaintance of mine 
recently drew up her inventory of bosses, with 
a balance sheet at the end. 

“My very first boss,” she reminisced, “was a 
woman—a willowy, young blond girl, in charge 
of a department of twenty stenographers. My 
salary was $8 a week, which was then considered 
munificent, being at least $1.50 above the sal- 
aries of the other stenographers in the depart- 
ment. But I was smart, and I had a college back- 
ground. Contrary to what you moderns would 
have expected of a woman boss, this woman rec- 
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ognized my abilities. Unhesitatingly, when the 
opportunity offered, she promoted me—to her 
own disadvantage and at a sacrifice, since every 
good worker lost weakened her department. You 
woman scoffers of today may feel that times were 
different then and women had not been in the 
business world long enough to realize the possi- 
bilities and the need to be selfish, grasping, jeal- 
ous, and petty for self-advancement. Neverthe- 
less, this boss was a woman and she was in an 
office, and her actions refute the cry that every 
woman boss is selfish and afraid to advance an- 
other woman who works under her. Boss No. 1 
belongs on the plus side of the balance sheet. 
“And so, I became secretary to another woman 
boss. This time an advertising manager, a big 
(Turn to page 68) 
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t Manufacturing 
4 Central end Local 
{ 2/ administrative plant 
+ All _ industries offices offices 
| Estimated {| _—__ Average - Averege Average 
number Weekly Weekly | Weekly 
of Weekly scheduled Weekly scheduled Neekly j; scheduled 
Selected Occupations workers ij salaries hours = laries' hours _/| salaries hours 
#omen 
Billers, machine (billing machine) 2777 40.82 37.5 41.97 36.1 39.98 37.6 
Billers, machine (bookkeeping machine) 512 44.12 37.4 46.91 36.1 47.00 37.4 
Bookkve per, hand 1623 55.11 37.8 55.56 35.9 56.62 33.0 
Bookkeeping-machine operators, class A 1204 48.14 36.8 51.11 35.5 59.51 37.4 
Bookheeping-machine operators, class B 5797 40.67 36.8 40.47 35.7 43.95 37.9 
Calculating-machine operators (comptometer) 3554 42.37 37.1 45.93 36.3 42.74 37.1 
Calculating-machine operators (other 
than comptometer) 844 38.40 36.7 46.27 36.0 40.97 37.3 
Clerks, accounting 1846 41.75 37.2 44.40 36.2 44.05 37.1 
Clerks, file, class A 3332 49.65 36.9 46.06 36.0 37.16 37.3 
Clerks, file, clase B 2187 32.40 37.1 36.98 36.4 33.18 36.6 
Clerks, general 7439 39.72 36.5 42.80 35.6 37.67 37.0 
Clerks, order 2492 40.97 38.1 44.13 35.1 41.91 38.0 
Clerks, payroll 2840 46.57 37.6 50.57 35.4 44.97 38.9 
Clerk-typists 9983 37.52 37.2 38.69 35.7 37.96 37.3 
Office girle 2224 30.56 37.0 31.82 36.2 31.63 36.8 
Stenographers, general 22034 43.37 37.0 46.66 36.1 43.68 37.2 
Stenogrephers, technical 2147 48.97 37.4 50.58 36.2 . 48.96 36.2 
Switchboard operators’ 4946 42.56 37.7 45.91 35.9 43.68 37.6 
Switchboard operator-receptionists 2129 41.00 37.9 41.89 37.0 40.97 38.3 
Trefiscribing-machine operators, gereral 2051 49.95 36.8 44.23 26.3 41.05 36.5 
Tranecribing-machine operators, technical 191 43.26 37.4 2/ 
Typiste, class A 4622 41.35 26.6 42.28 35.8 41.50 35.3 
Typists, clase B 8457 34.96 36.8 37.94 35-7 34.29 36.2 


1/ Excluding overtime prewjum pay. 
Includes irta for industry groups not shown separately 
Insufficiert nuuber of workers to justify preeentetion 
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White Collar Wag 


: Chart A—Women 


of un average- 


Approach to 


Labor Market Analysis 


es in New York City 


By David List 
Labor Consultant, New York 


SALARIES OF OFFICE CLERICAL WORKERS IN NEW YORK 


Women general stenographers were averagina $43.37 per week 
in New York City during January and February of this year, ac- 
cording to a summary report released by Robert R. Behlow, re- 
gional director of the Bureau of Labor Statistics, U. $. Department 
of Labor. The report, based on a survey of 884 establishments, 
presents average salary data for January-February for 23 clerical 
occupations employing women and 18 employing men. 


The survey, which was conducted with the cooperation of the 
Department of Placement and Unemployment Insurance of the 
New York State Department of Labor, covered representative 
establishments in manufacturing, both central offices and local 
plant offices; wholesale trade; finance, insurance and real estate; 
transportation, communication, and other public utilities (except 
railroads); retail trade; and services. It represents the first cross- 
industry clerical worker survey made by the Bureau in the New 
York area. Similar surveys have been completed in 9 other major 
metropolitan areas. 


The accompanying tables present average weekly salaries and 
average weekly scheduled hours for all industries combined for 
each of the 23 women's and 18 men's jobs; and for each of the 
major industry groups listed above. 


% IN INTERPRETING published wage figures, 
it should be recognized that existing media of 
such government agencies as the U. S. Bureau 
of Labor Statistics generally do not find it within 
their province to delve into the types of interpre- 
tations and analyses of wage data that are within 
the objectives of this article. This, therefore, is 
one in a series of articles that strive to explain 
in specific terms variations in published wage 
series as they affect definite industries, occupa- 
tional groups, and localities within the economy. 

Specifically, this first article chooses as its sub- 
ject the question of white collar wages in New 
York City—the largest concentration of white 
collar workers in the world. This article attempts 
to interpret the meaning of statistical differences 
in white collar wages as these apply to specific 
occupations and industry groups within the New 
York area, highlighting labor trends of definite 
importance in understanding the New York white 
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pies i} Transportation, 
) Finance, communication, | 
Wholesale Retail i} insurence and other public 
trade trade r ané real estate _utilitiss Services 
Average Average y Average Average ' v' * 

deexly | Weekly Weekly Weekly Weekly 
Weekly | scheduled ‘dooxly scheduled Weekly | scheduled Weekly | scheduled Weekly | scheduled 
salsries | __hours snleries| hours | _selaries| hours || salaries) hours | _sclariee|___houre__ 
41.19 37.8 —- 40.0 40.27 37.0 42.18 33.7 35.25 37.9 
43.35 37-5 
53.21 33.5 47.36 39.2 42.19 36.7 54.61 33.6 56.10 37.9 
47.23 37.6 41.43 39.3 45.22 36.3 57.79 36.7 
44.52 379 39.47 39.8 33.74 26.2 42.24 36.0 41.85 36.7 
42.82 37.1 39.50 39.8 39.49 36.7 44.00 36.3 43.55 37.5 
42.49 36.2 41.17 39.3 34.88 36.1 y / 
43.72 37.5 35.45 40.0 38.51 36.6 45.57 36.5 43.07 38.4 
44.05 37.0 36.24 39.4 39.00 36.4 48.84 37.6 36.40 39.0 
34.16 37.5 31.17 39.7 30.17 36.6 36.63 38.3 “31.62 38.7 
42.95 38.1 38.24 35.8 45.84 36.8 39.50 37.6 
43.79 37.5 35.37 39.8 44.56 36.4 41.75 37.8 
46.15 37.7 42.96 39.6 50.67 36.8 47.90 37.4 46.36 38.1 
38.89 37.6 34.77 39.8 36.07 36.8 36.86 37.3 39.84 37.7 
32.12 37-7 32.7 39.9 29.04 37.0 VY 28.74 37.6 
43.52 37.3 41.53 39.8 ' 41.61 36.7 43.09 37.2 44.32 37.3 
47.36 33.1 RY, | 48.31 37.1 53.61 |}. 38.0 49.71 39.5 
44.79 37.5 37.90 39.8 H 42.14 37.2 45.01 38.1 37.28 38.8 
42,48 37.8 a/ i 38.30 36.2 41.06 37.7 41.69 38.0 
42.26 3.7 y 39.52 36.2 39.92 35.8 36.22 38.6 
49.57 38.9 - 43.33 31.5 
43.24 37.2 Vy 38.34 36.2 48.05 37.8 42.65 38.0 
36.23 37.? 32.90 | 3965 ; 33-48 36.4 fi 37.37 37.3 35.89 37.9 

— 


collar labor market. Particular attention should 
be paid within these headings to the following two 
major problems: 


(a) Does industry practice radically depart 
from area practice as a whole—with re- 
spect to job relationships? 

(b) oes a particular industry group main- 
tain a relatively high or low wage scale 
for comparable work in the area? 


Radical Departures from Area or Industry Wage 
Practice Affecting Six Key Clerical Jobs 


With the aid of certain basic or key jobs 
common in the white collar industry in large 
numbers for any of the areas that could be sur- 
veyed for occupational wage data, it should gen- 
erally be possible to disclose the more important 
departures within any available industry group 
in the area from what appears to constitute area- 
wide practice concerning job relationships. 

The significance of these key clerical jobs men- 
tioned above can be seen from the fact that salary 
changes that occur from time to time on any given 
key job and salary differentials that exist among 
the various key jobs should reflect wage varia- 
tions inherent in the clerical fields as a whole. 

The key female clerical jobs that are under- 
Scored in this section: (Bookkeepers, Hand; 
Clerks, Payroll; Stenographers, General; Clerks, 
Accounting; Clerk-typists; and Clerks, File, B) 
September, 1948 


have been chosen to represent the different levels 
of job skill and responsibility that characterize the 
clerical field. Furthermore, these key jobs, in 
which females are generally found in predomi- 
nant numbers, appear to have some over-all rank 
relationship. Stated in descending order, this is: 

Bookkeepers, Hand 

Clerks, Payroll 

Stenographers, General 

Clerks, Accounting 

Clerk-T ypists 

Clerks, File, B 

What immediately follows, therefore, are com- 
ments on what appear to be some of the more 
radical departures from area-wide relationship 
patterns based on a series of six key female cler- 
ical jobs in the New York area. In addition, this 
analyst has included, under the section dealing 
with each of these jobs, remarks identifying the 
high industry group and the low industry group 
on each of the six occupational groups outlined. 
In understanding the contents of the sub- 

section following, it is suggested that reference 
be made to both of the accompanying charts 
(Charts A and B): 


Bookkeepers, Hand: 
This is consistently the highest paying job in 
six of the seven industry groups included in 
this study. The only industry group which ap- 
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8 Manufacturing 
| Centre? and " Local 
2/ ! administrative plant 
All industries | offices offices 
| i 
Estinated | Average | Averege Average 
rumber “eekly | Yeekly | Weekly 
of “eekly | scheduled Weekly | scheduled Weekly | eckedulec 
Selected Occunetions workers Salaries hours | salariss hours |ontecies | hours 
en i | 
fillers, machine (billing machine) 392 45.26 38.2 | WV 46.16 ‘| 38.0 
Hookkesner, hand 1958 64.43 37.6 65.25 35.7 64.00 | 38.2 
Boorkesping-machine overators, class A 138 57-79 37.8 yy d 
Bookkeeping-rachins cperators, clses B 485 46.62 37.8 - 45.10 | 39.2 
Culculating-rachine operators (comptometer) 86 44.00 38.2 | 3/ 44.02 39.3 
Calculeting-mechine opsrators (other 
than corptozeter) 92 41.47 37.4 - V/ 
Clerks, accounting 6575 2.60 37.3 56.96 36.1 49.73 37.3 
Clerks, file, cless A 217 46.16 37.2 / 40.18 37.3 
Clerks, file, class B 627 32.71 37-9 30.62 36.1 38.79 33.1 
Clerks, general 4942 47.81 36.9 53-37 35-7 44.95 37.3 
Cleras, order 2338 52.33 38.1 §2.19 35.2 47.87 37.7 
Clerks, payroll 1073 55.44 37.6 61.66 35.8 53.44 317.9 
Clark-typiets 615 39.34 37.7 | 38.73 37.3 
Office boys 6384 30.52 | 37.2 |} 31.39 35.5 |* 30.08 37.2 
Stenovraphers, general 3386 50.05 | 33.7 | 50.17 37.9 
Switchboard operators 98 51.53 38.6 || 1} 53.44 40.0 
Typists, clase A 194 45.297 | 37.2 | 46.02 35.0 || 45.99 37.7 
Tyzists, clase B 162 37.77 | 37-2 1 37 } 37 
} Jd j 
¥. Excluding overtime premium pay. Chart B—Men 


pears to present a radical departure from this 
type of job relationship is the Finance, Insurance 
and Real Estate group, where Clerks, Payroll 
are the highest paid female occupational group, 
and where Bookeepers, Hand are in the next 
highest female category. Fluctuations in salaries 
of Bookkeepers, Hand within the various industry 
groups are wide, with Wholesale Trade as highest 
ranking group, and Retail Trade lagging consid- 
erably behind the other groups. 


Clerks, Payroll: 


Generally, this is the second ranking female 
job relative to that of Bookkeepers, Hand in all 
industry groups except that of the Transporta- 
tion, Communication & Other Public Utilities 
and Finance, Insurance, and Real Estate groups, 
respectively. In the case of the Transportation, 
Communication & Other Public Utilities group, 
second ranking female clerical job is occupied by 
Clerks, File, A, while third ranking female job 
in this same industry group is occupied by Clerks, 
Payroll. In the case of the Finance, Insurance 
& Real Estate group, Clerks, Payroll as is pointed 
out above, assume the leading position over the 
other female jobs plotted in the chart for this 
industry group. It should be further noted that 
the Finance Insurance & Real Estate group reg- 
isters the highest salary level of all seven industry 
groups, while Retail Trade averages the lowest 
salary level with respect to Clerks, Payroll. 


Stenographers, General 


This job, which may not present as clear-cut 
a pattern of relationship as some of the others 
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Includes deta for industry ,,roups rot shown se>psrately. 
d/ Insufficient number of workers to justify presantetion 


of en average. 


included in this study, occupies the third highest 
position in a scale of clerical jobs in only three 
of the industry groups covered (Central & Ad- 
ministrative Offices, Retail Trade, and Services). 
Further evidence of such a high ranking relation- 
ship with some of the other occupational groups 
can be found in the section of the chart dealing 
with over-all job patterns in the New York area. 
On this particular job, Central & Administrative 
Offices scored as the highest industry group, while 
Retail Trade figured as the lowest industry group. 


Clerks, Accounting 


This job, just as that of Bookkeepers, Hand is 
subject to a considerable degree of variation in 
salary, with Transportation, Communication & 
Other Public Utilities in the leading position and 
with Retail Trade again considerably behind the 
other groups. In all of the 7 industry groups 
represented, except Wholesale Trade and Trans- 
portation, Communication & Other Public Util- 
ities, Clerks, Accounting receive salaries below 
that of Stenographers, General. That there is 
such an over-all relationship between the jobs 
mentioned can be ascertained from the over-all 
industry section of the chart, which at the same 
time describes a rather substantial distance be- 
tween the 2 occupational averages plotted. As 
evidence that industry practice for specific groups 
may diverge considerably from the over-all norm, 
it should be noted that while Clerks, Accounting 
actually are being paid only slightly in excess of 
Stenographers, General in the case of Wholesale 
Trade, they are being paid substantially above 
Stenographers, General in the case of the Trans- 
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|; lj Transportation, 7 
t \ Finence, communication, = |; 
Vholesale j Retail | insurance and other public | 
trade_ ; ‘trade i _and real setate utilities 1 Services 
Averae Averege \ Averaye ‘ Averave | Average 
| Weekly H Weekly ! Weekly~ | ; Weekly | Weekly 
Weekly ‘scheduled , Weekly | scheduled || Wankly | scheduled '; Weekly | scheduled ‘ Weekly | scheduled 
sslaries | hours || salaries hours _|' salaries hours __'| salaries! hours sal 6" hours 
| i 
i! j | 
44.93 | 38.5 'B- 1 42.30 36.4 1 39-43 | 36.6 js o 
67.55 | 33.5 | 54.28 39.4 || 62.56 37.1 67.47 | 37.8 | 62.58 | 38.8 
! | 54.92 38.3 i { 
51.64 ‘ 38.8 Atm | 42.99 37.5 34.04 | 36.0 |} 
47.58 37-6 | | 42.37 38.1 | 3 it / 
| i| | if 
- —_ | 40.72 36.7 - a y 
50.59 | 37.9 i J || 50.92 37.3  -53.46 37-4 ||, 49.85 37-5 
49.60 ; 33.4 2/ H 4£.03 3.1 | ii / 
33.99 | 37.1 | 29.54 36.8 | y | 32.82 39.8 
49.55 | 39.2 i 45.73 36.0 | $2.40 | 38.0 || 42.77 36.8 
51-43 ; 38.1 a/ | 99-79 39-6 | | | 
50.36 , 38.2 50.15 40.0 | 62.42 34.9 | 53.93 |! 37.0 £8.34 : 33.9 
37.73. 38.3 || 36.13 37.u | 40.96 | 33.0 46.29 38.5 
31.62 2 30.09 39.9 30.44 27.4 | 30.54 36. 28.74 38.0 
52.52 37.4 - 44.24 33.4 ly | 48.62 38.5 
* i | J» i Ae 1 ¥ 
y ° 39.47 %3 01 OY | | 
38.21 | 37.4 - | | 36.42 36.2 | 36.64 | 38.2. | 
’ py | emails | 


portation, Communication & Other Public Util- 
ities group. 


Clerk-Typists 


There appears to be relatively little variation in 
salaries of these workers by industry group. 
Services appear as the top ranking group while 
Retail Trade occupies last position with respect 
to relative pay scales reported. It may be of in- 
terest to note that this job occupies a fixed posi- 
tional relationship with regard to Clerks, File, B, 
and Typists, B in all but one of the industry 
groups covered. Such a positional pattern con- 
sists of Clerks, File B as the lowest ranking occu- 
pation, Typists, B as the second lowest, and Clerk- 
Typists as the third lowest of those included for 
study in the chart. The industry group constitut- 
ing an exception to this pattern was Transporta- 
tion, Communication, & Other Public Utilities, 
where the effective salary levels for the three 
groups follow in the ascending order of: Clerks, 
File, B; Clerk-Typists, and Typists, B. 


Clerks, File B 


On this particular job, it should be noted that 
highest salaries are being paid in Central & Ad- 
ministrative Offices, while the lowest salaries are 
being paid in Finance, Insurance, & Real Estate. 

While this is the lowest ranking clerical occu- 
pation of all 12 jobs for which comparable salary 
data was analyzed in the chart, it is not actually 
the lowest paying job measured on an absolute 
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basis for female office jobs in the New York area 
as a whole. This is so since the salary levels of 
Clerks, File, B surpasses that of Office Girls (for 
which data were plotted on the chart) in all 
industry groups except that of Retail Trade, 
where Office Girls are actually being compensated 
at a salary level appreciably above that of Clerks, 
File, B. 


Outstanding Characteristics of Four Industry Groups 
with Respect to White Collar Wages 

It is the purpose of this sub-section to present 
an analysis of both the office salary relationships 
and the office salary levels that appear to char- 
acterize specific industry groups. Only those in- 
dustry groups were selected for comments and 
analysis that, according to the best judgment of 
this analyst, manifested extreme tendencies either 
in the direction of a high or low level of occupa- 
tional weekly earnings or, on the other hand, in 
the direction of close or poor adherence to an 
area-wide job relationship norm. 

It should be clarified at this point that depar- 
tures from an area-wide relationship pattern for 
an industry group as a whole do not necessarily 
mean that any component industry is typical of 
the same type of differences in job relationships, 
nor does it rule out the possibility that any spe- 
cific industry may classify all clerical jobs re- 
ferred to in this report on a strict uniform or 
job evaluation basis. Actually, however, the pic- 


ture presented both in graphic and textual form 
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on female job relationships for a series of in- 
dustry groups in the New York area shows the net 
effect of the occupational relationships within 
the individual component industries on each of 
the broad industry groups; and then the net effect 
of relationships in all of the broad industry groups 
on the New York area as a whole. 

Constant reference should be made through- 
out the following section to both of the accom- 
panying charts (Charts A and B). 


TELLING YOUR TOWN ABOUT YOU 


@ THE McBee Co., of Athens, Ohio, manufacturer of special 
accounting methods and equipment, has resumed its plant-city 
advertising which was so successful last year. Shown are some of 
the advertisements of the 1948 campaign. 


The general management of this company considers these mes- 
sages in its home city newspaper of vital importance and the 
advertising will be a regular part of company operation from 
now on. It has been the company's experience that much of the 

isunderst gs that were present among employees and towns- 
people prior to this campaign have been dissolved. 


The secret of the success of the campaign is undoubtedly that 
each advertisement is written to meet a local problem. Each ad- 
vertisement is the result of the interest of some segment of 
employees or townspeople in the particular subject covered. 


The interest in this kind of work among industries all over the 
nation is intense, the company reports. Last year the McBee 
company received requests for thousands of reprints of these 
advertisements. 


copy em @ 
Toke priesing, on of OF 
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Central & Administrative Offices 


This industry group appears to further enjoy 
what most nearly resembles an area-wide job 
relationship pattern in the case of the six key 
clerical jobs (Clerks, File, B; Clerk-Typists; 
Clerks, Accounting; Stenographers, General; 
Clerks, Payroll, and Bookkeepers, Hand, men- 
tioned in the previous section. 

It should be pointed out, that based on a review 
of a series of 22 female clerical jobs in this in- 
dustry group, Central & Administrative Offices 
appear to enjoy an advantageous position on the 
over-all with respect to weekly salaries by in- 
dustry group. The extent to which Central & 
Administrative Offices salaries are in advance of 
other groups can be partially ascertained from 
the fact that Central & Administrative Offices, as 
of January, 1948, had 7 female occupations in 
top-ranking positions and 9 female occupations in 
second highest positions in comparison with the 
salary levels of other industry groups in the New 
York area. 


(Turn to page 76) 
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BELOW: 


NEW WHITEPRINTER, intended for moderate volume print 
production, in reproducing engineering drawings in ink or pencil 
and printed or typewritten office forms from translucent or trans- 
parent original material. Continuous in operation, the Model 21 
exposes and develops cut sheets or roll stock up to 42 inches 
in width—any length. Printing speed ranges from 6 inches to 
4 feet per minute depending on the transparency of the original. 
The machine can produce more than three thousand 8!/, x II 
BW Whiteprints a day. Only one operator is needed. The 
machine requires no plumbing connections or exhaust ducts and 
can be installed anywhere in plant or office where electric out- 
lets are available. From the Charles Bruning Co., Inc., 4754 
Montrose Ave., Chicago 41. 


BELOW: 


REFRIGERATED ROOM COOLER, console type now available 
from the United States Air Conditioning Corp., Minneapolis, 
Minn, Finished in either blond or dark mahogany cabinet, the 
cooler houses a unit that cools, dehumidifies, filters, and cir- 
culates the air. Easy to install as no window location or duct 
to bring in outside air is needed. Available in two models— 
% and | ton cooling capacities, the unit measures 36% inches 
high, 305g inches wide and 185 inches deep. Has hermetically 
sealed compressor-motor unit and uses safe, non-inflammable 
Freon as the refrigerant. A simple rotary switch controls cooler 
and fans. A rheostat controls blower speed. 


News in 


Pictures 


ABOVE: 


ALL STEEL DESK, the Doran No. 500, has a '/2 inch top of 
hard tempered masonite with walnut grained or school brown 
finish. Scientifically designed by rolling all rough edges into a 
smooth !/2 inch roll which triples the metal strength. Leg sections 
are reinforced with a radius outer sleeve that slides over the 
inner leg section so that no spot welds or screws are visible. 
Available in two heights, 27 or 29!/2 inches. The drawers are 
14 inches long, 12 inches wide and have a depth of 4!/2 inches. 
Each desk is shipped set up, one to a carton, f.o.b. the Doran 
Mfg. Co., 2350 West 58th St., Chicago. 


ABOVE: 


A NEW LINE of Multo-ring presentation books and scrapbooks 
being introduced by Consolidated Loose Leaf, Inc., 536 Pearl 
St., New York, features a large variety of models, colors, and 
sizes. The binder has a rounded metal base which shows no 
rivets through the back. Acetate inserts are made oversize to 
accommodate 8!/2 x II inch size letters without having to punch 
holes in them. Gold imprinting on second cover is free. 
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ABOVE: 


FANCY SHEARS AND LETTER opener made of 
hot-dropped forged steel, hand ground and polished 
make up this library set from the Metropolitan 
Cutlery Co., 33 West 34th St.. New York. Has 
crushed calfskin case decorated with 24 karat gold 
hand tooling. Assorted colors. 


ABOVE: 

NEW MODEL MARGINATOR (right margin justifier) designed 
to fit the proportional spacing Executive model typewriter manu- 
factured by International Business Machines Corp., has just been 
announced by the Marginator Co., 2022 Glendale Bivd., Los 
Angeles, making possible the preparation of inexpensive type 
writer composition which exactly simulates typeset copy both in 
the appearance of the characters and the justification of the 
right hand margin. With the Marginator attached, automatic 
justification is added, and the resultant copy can be used for 
reproduction by any of the standard duplicating methods, such 
as mimeograph, hectograph, offset and letterpress printing. This 
new model operates on the same principle as the® standard 
Marginator which has been available for all standard typewriters 
for the last two years and has been widely adopted for the 
preparation of copy for reproduction by many firms, including 


newspapers throughout America 
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BELOW 

PORTABLE FLUID DUPLICATOR, a new addition to the line 
of Copy-Plus, Inc., 2817 West Carmen Ave., Milwaukee. Called 
Curvette. this machine has a feed tray secured in open, ready. 
to-operate position. Weighing less than 30 pounds, it easily 
transportable and features fingertip controls. Continuous gear. 
driven operation permits impressions on forms from 3 x 5 inche; 
up to full drum size 9 x 17 inches. One to five different color: 
can be impressed in a single operation, says the maker. Available 


immediately. 


BELOW: 
POWERFUL AIR CIRCULATOR, the Surf 24 inch, floor mode 


can be used for nearly all industrial and commercial applications 
It has an oscillating mechanism that enables unit to establish 
forced air movement or air pattern over an entire area, regard 
less of obstacles, claims the manufacturer. The mechanism also 
has a safety feature that prevents fan from tipping over. 

Driven by a '/4 h.p. motor, the fan has three speeds which are 
obtained by switching the internal connections of the stator 
windings. Motor is fitted with large, bronze bearings, ample oi 
reservoirs and balanced case aluminum rotor, totally enclosed 
Operates on AC only. Stand adjusts from 5 to 8 feet high. Its 
28 inch base can be quickly attached. 

Motor housing and fan blades are finished in two-tone grey 
From G-M Laboratories, 4300 North Knox Ave., Chicago. 


September, 194 


il : Be? Bake. — ; ic esa Se ee le 
a a he - an ema a io a fee ale 
oe bs Rt 
7 R ral apes 
ts aes 
; * 4 = * 
ai * —_ 
a * F v 
AAS —— ¥ i 
oe as 
Re a See ‘ia ~ 
ee > ——_ ) 
eed Ls ~ = = 
fey tae ae“ SS 
A a _ 
peed! ty 
a = 
¥ : ~ . * 
9% ———S : 
; a ae : apy Sy 
a q = Sig ago = = io 
. ———— ot es 
: ee ‘ees 7 
sacs i : é a gb . 
a Jae < Maia 
- ; ~ ~ ee ips ee 
S : . = a. Fo)  - 
ie * - > ae seis i ee ts 
, met a en J ; ——— ae a. oes. mal : 
aire — be 2... es Se q 
pe — P - a : F Bi 
\ 7 ts, = oa aa ». 
7 : j \ 7 ps ae y 
a “4 a ot ot) 
"a ma 7 a ‘| _* saan 2) ‘ ae 
as Oe sake: " —* — aia e ele Bg SS 
Bee a —-a eat 
a 
{4 
, ane 
a yar 
z ie 
= es 
ca * 3 
a 7 
‘ ee 
L 
si g 
= a 
oe ’ 
WJ 
iS 
Saks ie 
ty Sat 6 
ee Same 
Pees i 
7 u 
ak = - 
‘a ne ane he vk Fo. aN 
oye Le Bi Se! ie ie 
is a ve ps. BE Sg =o ae q4 ‘ 
jl os -. ea ¥ ee > eX ry ci Xen 
eS >. ——- y ae” \ 
— : ; iy i . 1 “e 
Pea fF ’ a fs es ; + we _ r 
\ a " ¥ e.. og Sau , \ Aken : — 
i: 4 dcr = Sas Pa \\ | , . j 
: « h on Be y NO ay 
FS a i US 
Prete i, a iy) ee " ASS —: 
pd pe BRE: esetey 3h he Y aap > Z 
Nes en Se (2 iy, Y : a Si ~ , 
2 ase 7 Mt eee ; 5  — 
ay : ge / ; 
oe Me en 05 2 
ae oe) 
7 . 
% 
q f 
. 
4 + 
1% 
- 
oe : — 
- 7 “ - 
a F ss .: 
a ee : 
= 2 
as 
ee a | 
ny a" aa ar [a7 eae ens. a. cp . ir ee Sy a ae 
7 na - i. ann een.” i Nae ~- lee ro , a a, ball, a a ss 
ie oe ee ee ee oe ee ae a 
E _ “4 = ai i Paci? ae ‘ i, es ‘- ‘a ar oa * Piety 
os a a ia a : re ah; lala a 


yr mode 
lications 
establish 
regara- 
ism also 
fr. 

hich are 
e stator 
imple oi 
enclosed 
high. Its 


ne grey 


r, 1948 


BELOW 
SELF-INKING ROLLER MARKER, designed by Algene to speed 


up marking, coding and addressina and labeling operations in 
shipping departmerts, warehouses and packing rooms. A single 
forward motion with slight pressure is the simple way of operat- 
ing the roller. Cased in sturdy plastic, the Algene has built-in 
felt ink rollers on both ends which provide even ink distribution. 
Wm. A. Forze & Co., 216 Nichcls Ave., Brooklyn, N. Y.. is na- 
tional distributor. 


ABOVE: 

STAPLING MACHINE known as the Long Arm because of its 
ability to reach areas inaccessible to the average machine, is 
from the Arrow Fastener Co., Inc., 30 Mauier St. Brooklyn, N. Y 
thas a reach of 12, !5, and 18 inches and loads 210 standard 
staples '/2 x '/g inches. Made of aluminum casting with a 


wrinkle finish base, +he ctapler is available for immediate delivery 


ABOVE: 


FOR LOOSE-LEAF PUNCHING that takes any sized sheet. 
Boorum & Pease Co. 84 Hudson Ave. Brooklyn, N. Y. 


ths present 
MIS Compact punch for 234 


; inch centers. Made of rolled steel 
with chrome plated handle and gauge, it is finished in neutral 
aray with protective base of green felt. Base is 4 x 4!/g inches, 
eight is 23% inches packed one to a box. 
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ABOVE: 

COIN WRAPPING MACHINE manufactured by the Universal 
Goin Wrapper, Inc., 513 Heraid Bidg. Calgary, Alberta, Canada. 
The machine has a cevice capable of easy and quick adjustment 
to handle coins of different sizes and permits them to be tightly 
wrapped without the danger of them becoming loose. Simple 


© use, as there are tew moving parts. 


BELOW: 

DIAL-RITE TELEPHONE LAMP, designed to securely hold aif 
standard dial telephones, ‘s from the D-R Mfg. Co., 1404 North 
Calhoun St., Decatur, !!l. The lamp completely spot-lights the 
telephone for dialing, as well as the desk or table area. A handy 
pocket is provided in the base, reached from either side. for 
memorandum pad end pencil. A simple ball-and-socket ‘joint 
permits easy adjustment at any angle 's aluminum finished 
with a black Bakelite base. Six feet of rubber-covered cord is 
supplied 


tor dialing 


Non-scratch rubber pads help hold telephone stead 
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ABOVE: 

THE NEW LOOK in package designs is used by Rex-O-Graph, 
Inc., 3737 North Palmer St., Milwaukee 12, in distributing its 
carbon paper and master unit supplies. To contrast the new 
improvement in design, the old packages are shown at the top 
of the illustration. New packages have dark green and yellow 
coloring to emphasize a “clean appearance. The design will 
be used on cans and seven different box sizes. Richard M. Franz, 
Milwaukee, is credited with designing the new packages. 


ABOVE: 


MIKAFILM WINDOW-SLEEVE UNITS in attractive zipper port- 
folios are available from Cooks’ Inc., 780 Wright Ave., Camden, 
N. J. The Ful-Vu transparent units for salesmen are designed to 
accommodate 40 or more exhibits. Each portfolio has ample 
room for an order book and “give away" literature. The zipper 
extends around three full sides of the portfolio which allows it to 
lie flat on the prospect's desk during presentations. The window 
sleeves also lie flat and are easily turned from one exhibit to an- 
other due to twin-wire binding employed in the unit supplied. 
Zipper portfolios are available in all popular sizes and in a variety 
of colors including black or brown in Vinylite covers and in gen- 
uine leather cowhide cases. 


LEFT: 


A LETTER-TRAY of modern design being introduced by the 
Bert M. Morris Co., 8651 West Third St., Los Angeles. Manu- 


BELOW: 

THE 400, new smartly designed desk set from the Imperial 
Pen & Pencil Co., Nassau, N. Y., features a base which gives the 
appearance of real onyx. Set has large, gold-colored metal 
swivel, plastic pen socket and protected pen point. Base in 
choice of natural or carnelian. Fully guaranteed and _ individ. 
ually packaged in attractive two piece box, the set lists at $1.50 
complete. 


; BELOW: 

A WALNUT CASE of classic design with the 
weather forecasting dial and bezel in contrasting 
brass, are the features of the Waverly model baro- 
‘meter made by Fee & Stemwedel, Inc., 2210 Waban- 
sia Ave., Chicago. This desk model, one of three 
designs, is 5 inches high and 5/4 inches wide. It 
is retail priced at $11. 
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factured by the latest pressure molding methods in polished 
Styron, the tray offers complete access in allowing space for 
both legal and letter size papers, and the truss botiom eliminates 
dirt, adds strength. !n gold bronze, grey, green, walnut, and 
mahogany colors, the letier size is priced at $2 and the legal 


size at $2.50. 
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BELOW: 

SPEED-O-LECTRIC model A-4 is the latest adding machine from 
Clary Multiplier Corp., 1524 North Main St., Los Angeles. Suit- 
able to needs of smaller businesses, this rotary motion machine 
has fully automatic control bars, dust-proof keyboard, and a 
totalling capacity of | cent less than $100,000.00. Priced at 
$179.50 plus tax. 


RIGHT: 


ABOVE: 


A NEW LABEL HOLDER CYLINDER is now available for 
Underwood Champion and Universal portable typewriters. The 
label holder cylinder has been specially designed so that small 
labels, such as used by druggists, can be quickly and easily in- 
serted in the machine and instantly aligned horizontally for writ- 
ing close to the top, bottom and both edges of the label. The 
label holder does not interfere with the use of the machine for 
regular correspondence work. From the Underwood Corp., One 
Park Ave., New York 16. 


NICKOR SAFETY TRIMMER eliminates the long, dangerous 
shearing blade. Trimming on this board is effected by a small, 
guarded cutting wheel which is drawn back and forth against 
a fixed cutter guide. No injury to hands or to paper, according 
to the maker. Wheel cuts on either forward or backward move- 
ment. The 2! x 21 inch board is large enough to take a standard 
16 x 20 inch photo mount, is made of heavy mahogany plywood, 
and cannot warp. The mount is marked off in '/2 inch parallel 
lines cut into the wood and the metal scale is permanently set 


square with cutting guide. Complete information from Burleigh 


Brooks Co., 120 West 42nd St., New York. 


ABOVE: 


_ INDIRECT DOMELITE, usable in any room or interior, is simple 
in appearance, combining well proportioned, textured areas of 
the owl in satin finished aluminum, and the dome in baked egg 
shell finish, The reflecting surface of the silvered bowl lamp is 
ee in and can never deteriorate. It works independently of 
ure Parts and the suspended lower bowl! serves to shield the 
amp brightness, 

's new piece of lighting equipment provides a large com- 
mag of diffuse illumination without dependence on met sur- 
rg Unsightly appearance of ceilings with exposed beams, pipes, 
co —e is diminished because the suspended Domelite 
C attention away from these areas. From Gotham Lighting 

rp. 548 West 22nd St., New York. 
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BELOW: 

HANDY CLIP BOARDS manufactured by Metal Products Engi- 
neering, Inc., 4000 Long Beach Ave., Los Angeles. Boards are 
of strong, light aluminum, have full-view, strong clip, are moisture 
proof, will not split, warp, or break. Have side tabs to hold 
papers square. Come in legal, letter, note, and pad sizes, all 
with an attractive finish. 


eee nee eee | 
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BELOW: 

ELECTRONIC AIR FILTER, the Electro-PL, has been developed 
by American Air Filter Co., Inc., Louisville, Ky., witn an inte 
mediate cleaning efficiency for applications where the efficiency 
of a mechanical filter is too low and that of an electronic pre- 
cipitator is unnecessarily high. The new filter is basically an elec- 
tronic precipijator without an ionizine unit and contains a collector 
element of electrostatically charged Airmat paper. This paper 
s a laminated cellulose product. When an electrostatic charge 
is applied to the paper, the plies tend to separate and each 
individual fibre becomes a collectina electrode which attracts and 
holds dust and smoke particles. This action practically doubles the 
cleaning efficiency of Airmat paper. The filter's operation may 
be used as an air cleaner during the winter months when a smoky 
atmosphere is prevalent and as a ¢ry-type air filter during the 
summer. 


BELOW: 

UTILITY AND OFFICE TABLE teaturing an inlaid linoleum top 
of Armstrong heavy duty cesk lincleum is being currently intro- 
duced by Tri-Par Manufacturing Co., 3242 S. Pulaski Road, Chi- 
cago 23. Known as the Standmaster, No. 1700, the new table 
with undercarriage of all steel corstruction and the top welded 
and reinforced, has curved legs of cne inch 16 gauge tubular 
steel. The heavy duty linoleum jop is protected by a one inch 
steel beorcer with rounded corners. The linoleum top assures 
quieter machine operation, ends machine creeping or crawling 
and makes an ideal writing surtece. Available in a cnoice of two 
tone matching brown or gray, baked enamel finish, it is 17 inches 
x 30 inches by 27 inches high, offered with or without an all steel 
drawer, 12 inches wide, 10 inches long and I'/g inches deep 
Packed one to a carton, witn a shipping weight of approximately 


20 pounds. 


New Ideas 


ABOVE: 

PLASTIPHOTER, a new device for conveniently prepering photo- 
graphic offset plates in an office, has been developed by the 
Duplicator Supplies Division, Remington Rand !nc. B-idgeport 
Conn. It has the advantage of requiring less than 3 square feet 
of floor space to ¢o plate-making work now accomplished by the 
usual vacuum frame, are light ano whirler, and it also provides 
storage space for extra plates. Of special value to businesses 
utilizing any volume of direct mail advertising, sales letters, bulle- 
tins to salesmen and to the employees, and any of er activity 
requiring the preparation of photcgraphic offset plates. Letters 
direct mail advertising, and bulletins of all types can be illustrated 
with half-tone reproductions. The Plastiphoter is grey colored 
and is only 15 inches wid>, 23 inches lona, and 3 feet high 


ABOVE: 

NEW WINDOW SHADES that are fire-resistant washable, suf 
proof and scrubbable are made possible through the develo> 
ment of a new shade cloth coated with Vinylite resins. Photo 2° 
the left shows a dual jet flame being applied simultaneously " 
one of the new Vinylite resin-coated shades and an old type 
pyroxylin shade. Photo at right shows the Vinylite resin-coatt? 
shade with only a smudge while the pyroxylin shade is 4 veritable 
torch. The new type shades are available for public buildings ’ 
recognized by insurance companies as a deterrent to fires, Par 
ticularly in the home. Produced by Stewart Hartshorn Co., 2 
Fifth Ave., New York. 


arc 
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BELOW 

NEW DESIGN DISPENSER for Texcel Tape introduced by the 
ndustrial Tape Corp., New Brunswick, New Jersey. The improved 
holder will not squeeze together to iock the roll of tape nor spread 
at the siaes to let the roll slip out. The construction prevents 
tugging or binding, allows tor an easier flow of the tape ana 
reduces the possibility of its tearing. Holder has new red and 


white candy stripe design and is available with the 15 25. and 
39 cent size tapes. 


ABOVE 


LATEST FEATURE satented and exclusively used on al! desks 
made by the Gunn Furniture Co., £25 Ann, N.W., Grand Rapids 
Micn., is the Levelmatic, a hydraulic princiole device that elimin 
ates wobble and automatically adjusts for uneven floors. At- 
tached to every bearing point of their desks, the device provides 
steady four-point support, preventing undue strain Made of 
heavy nickel-plated steel, it requires no attention once it is 
attached. 


RIGHT: 
INSTRUMENT OIL, a precision machine oil that lubricates, , 
cleans, and successfully prevents rust with no danger of gumming, ; 
Ths clogging, or injuring in any manner, the most delicate bearings 
‘by ged of typewriters and other precision instruments. A few drops wil! 
igeport accomplish results obtainable only with much larger quantities of 4 
es ordinary preparations. Each two ounce bottle is equipped with 
tov te a screw-type cap and applicator attached for convenience. The q 
cnet Star Brand oil is made by the F. S. Webster Co., 123 Amherst ‘ 
perros S+.. Cambridge, Mass. 
rs, Dulle- 
activity 
Letters 
llustrated 
colored ; 
igh 


LEFT: 


RUBBERIZED-CORK DISCS, self-adhesive, are for placing under 
class tops. Manufactured by Jerome A. Friedman, 2125 Wash- 
ington Lane, Phila., the discs provide excellent protection and 
come in various shapes, suitable for squared and rounded corners. 
Prices available from the maker. 


RIGHT: 


VISUAL TRAINING in education, selling and many other 
uses can be expertly cone with the Scribe Visualizer, a device 


sshable — which projects upon a screen not only prepared copy and illu 
ne gona trations, but also on-the-spot interpretations written down by th 
1s. Photo bs speaker during a talk or demonstration. The stereopticon device 
ay has a 30 x 37'/2 inch screen, can be operated from a normal 
an oO ” 


° ted sitting position, and operates in broad daylight. Film negatives 
resin-coare’ all p . | d 0 inch +4 tet : 
“sable called Preprints are placed on an 8 x I0 inch writing surface, an 
erie . ’ . 
Sidi 5 and nserted under a movable roll of plain transparent tape knowr 
ings a e , te ‘ . fa 
purring Scrol!, which provides a “blackboard” for writing. The con 
any furnishes the Preprints at a naminal cost. Acditional deta 
om the Visualizer Co., 170 South Beverly Drive, Beverly Hills 
iF 


] 


° fires par 
orn Co. 
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BELOW: 

STAINLESS STEEL drafting machine from the Emmert Mfg. Co., 
Waynesboro, Pa., operates with perfect accuracy on any size or 
make drawing board without the addition of extra equipment or 
alteration to the board. It operates in any position from true- 
horizontal to true vertical. Indexing of angles is simplified through 
use of the micromatic quadrant, which allows indexing of every 
3 degrees by "flipping" the quadrant adjusting screw into desired 
degree setting. Machines are made for boards 24, 30, 36, 42, 48, 
: 54, 60, 72, 84, 96, 108, 120, and !32 inches by any length, and 
oe special machines, including left handed types can be furnished. 


ABOVE: ] 


HI-LO TYPEWRITER STAND has a special pedal touch device 
for raising or lowering it without difficulty. Made of heavy gauge 
steel, the all-electric welded stand won't wobble or sway. Has two 
roomy side-leaves that are solidly reinforced. Top size is 16 x [8 
inches; leaf 16 x 9 inches, extended 16 x 36 inches; height is 27 
inches and stand is shipped set up, ready to use. Choice of 
walnut, maple, solid gray, or green. Retail priced at $9 each 
from the Metalstand Co., Inc., 1615 Melon St., Philadelphia. 


— 
i... 
a «+ BELOW: 
- ' SMART STYLING coupled with smooth comfort is this leg-arm 
i chair produced by the Murphy Chair Co., Inc., Owensboro, Ky. 


Available in a variety of coiors and covering material ranging 
from fabric to top grain leather, and including Terson, cloth back, 
and Duran. Finishes include pecan wood, walnut and mahogany. 
The backpost is securely bolted to the frame and seat and back 
are furnished with no-sag springs. Height of back is 17!/2 inches, 
over-all height is 3334 inches. Seat is 22 x 21 inches and chair 
weighs 34 pounds. Prices vary, depending upon cover used. 

Ba ee ee ere HOE eS 
bestasacbaabse eas 


ol | | ee 


ABOVE: 

NEW PAYROLL SYSTEM for medium-sized businesses has been 
devised by the C. E. Sheppard Co., 44-01 Twenty-First St., Long 
Island City, New York. This method, the Miller System, employs 
a new principle. Each empioyee's deductions and net pay at 
computed in a vertical column on individual pay statements. Ont 
writing completes both the spot-carboned pay statement and 
underlying composite earnings record, coincided by means of 8 
peg bar. The payroll is then made right from the accumula 
and pegged statements. A one-piece window envelope for 
pay statement and cash or check requires no additional addres 
ing. Two binders are all the equipment needed; one to hold the 
permanent individual quarterly earnings records, and the om 
pictured to contain the staggered pay statements from W 
. actual payment is made. 
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DESK HIGH “air-flo” FILE. A heavy, precision-built steel 


suspension file having greater filing capacity. Drawers float at the mere 
touch of the finger tips. For home or office. Olive Green Grained Walnut 
Height Depth or Cole Gray or Mahosany 
No.1002 Letter size 302" 285%" $45.00 $54.00 
No. 8002 Legal size 30%" 285%" $52.00 $61.00 
Automatic lock controlling both drawers add $9.00 to above. 


TYPEWRITER TABLE 
No. 755—An all-steel table with 
linoleum top, beautifully trimmed 
with fine aluminum edging, 25%,” 
high, 29," wide, 152" deep. $15 


CHROME ARMCHAIR 


No. 4000 — Triple-plated chrome. 
Joholstered in vinyl-coated simu- 
sted leather. Choice of colors. 31” 
‘gh, 21” wide, 22” deep. $32.50 


STEEL EQUIPMENT COMPANY. 
285 Madison Avenue, 


ah 


MR: Bae ao: Sty Manis By ae 


STORAGE CABINETS No. 349L. Will keep your office sup- 


plies and printed matter clean and orderly. Ideal for hand tools, or even 
liquor. Two-way locking device controlled by a para-centric lock. Two 
adjustable shelves. Olive green or Cole gray crinkle finish. 37/2.” high, 
30” wide, 184," deep $45.00 


(Zones 2 and 3 slightly higher) 
FREE CUTS OR PHOTOGRAPHS OF THE ABOVE AVAILABLE ON REQUEST 


New York 17. N. | 
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OU CAN FEEL THE DIFFERENCE! 
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STURDY CONSTRUCTION — Prontos are built of 275-lb. 
test corrugated fibre board and reinforced with steel on the 
shell and the four corners of the drawers. 


SAVE FLOOR SPACE — Constructed so that they interlock 


into solid units and stack as high as the ceiling, saving 
valuable floor space. 


SIZES AND PRICES 


LOCATE YOUR RECORDS EASILY — No more need of 


fussing and fuming. With Pronto files you can get at all 
records just as easily as in your regular active files. 


BEAUTIFUL APPEARANCE — Pronto files are beautiful in 
appearance, finished in an attractive olive green. The stee! 
drawer front matches your regular active office files. 


Ps 1 
Inside Dimensions | FIBER BOARD STEEL a " £ i sige 
pede: | abi _ DRAWER FRONT DRAWER FRONT | 5 fs Mess 
Width Height Length File _ PRICE File PRICE ad 
HT No. Single Carton|| No. Single Carton 
tLetter Size || 12%. . 10%. . 24 E210 . . $3.70. . $3.60 || I210L . . $4.60. . $4.50 , : eh ed ey 
tLegal or Cap | 15%. . 10%. . 24 E510. . 4.50.. 4.40 || ISIOL.. 5.80.. 5.70 a Su a. 
Invoices 10% .. 8%. . 24 E107... 3.30.. 3.20 |] 109L.. 4.10.. 4.00 iTeee 
*2 Rows 8x5 Forms || 10% .. 8%. . 24 E108... 345.. 3.55 || 108L.. 4.40.. 4.30 vi a oS SB se —~ 
Freight Bills W%m.. 7 ., W) PSE... 3.10... 3.00 || 1971L’.. 3.70... 3.60 ; qe ee 
Checks Ozanne) 4%. 24 E104... 3.15.. 3.05 |] 104... 4.00.. 3.90 . S = = 2 
Drafts or Checks | %/e.. 44... 24 E94... 2.50.. 2.40 | I94IL.. 3.10. . 3.00 : 2s Oo ma 
5x8 Forms | 8%... 5%.. 24 ESS .. 280... 2.70-4eBIL.. 3.40... 3.30 : a 
Tabulating Cards | 75%. . 3%. . 24- | E7Br.. 280.. 2.40 || 1731L.. 3.05.. 2.95 = se 
*3x5 Cards (3 Rows)]| 16/2... 4g... 24} “Ed .. 3.70... 3.60 |] 1645L.. 5.80.. 5.70 ; mes. ‘og Se 
*4x6 Cards (2 Rows), 12%.. 5 .. 24 E24 .. 3.30.. 3.20 || 1245L.. 4.10.. 4.00 4 
*3x5 Cards (2 Rows)| 10%. . 3% .. 24 E103... 3.15. . 3.05) 103L.. 4.00.. 3.90 ae Bs; 
Vouchers (Upright)|| 5i/ .. 104. . 24 E592... 350... 3.40 | I592L.. 4.35... 4.25 : 8 canes 
tLedger Sheets | 1.8 5 E91 2. 4.20.. 4.10 |] 912L.. 5.10.. 5.00 
tledger Sheets || 12%. . 12%4..18 | El2 .. 5.30.. 5.20 | I212M.. 695... 6.85 
: ‘ *These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. Prontos Installed at the Underwood-Elliott Fisher Co. 


ee anes 


, . PRONTZ. FILE ReGerora Te 


285 Madison Atgam 


puew York 17. N. 
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Dictaphone Corp.'s Time-Master 
Transcribing model. 


* WELL LAUNCHED on its second year of 
bringing to readers of OFFICE MANAGEMENT & 
EQUIPMENT a periodic round-up of ‘““What’s Avail- 
able” in the various lines of office machines and 
equipment, the series this month again comes 


need of 


yet at ol | around to dictating machines and secretarial pos- 
ture chairs. 

Each month the series will continue to bring 

eautiful it | ty office buyers the latest information on two 

The steel | classifications of office necessity—usually some 


. type of machine and some type of furniture or 
other equipment. In the series presented, every 


WHATS AVAILABLE? 


By Kimball Darby 


effort will be made to give the reader some idea 
as to the interval which will elapse between 
ordering and delivery. Despite the best endeavors 
of the manufacturers, there is enough uncertainty 
concerning raw materials, labor, and other factors 
to make the goal of immediate delivery unattain- 
able in many cases. 

Prices are given wherever it is possible for the 
manufacturer to quote them. 

Office lamps and office lighting fixtures will be 
the items covered in this series in the October 
issue. 


DICTATING MACHINES 


Dictaphone Corp., 420 Lexington Ave., New York 17 
Time-Master Dictating and Transcribing Models 

@ New type machine, in addition to this company’s line of 
qylinder-type models. Dimensions: 121%” wide, 914” deep, 
"4" high (both machines). Weight: Dictating machine 20% 
ts Transcribing machine 191% lbs. Memo Belt, the record- 
mg medium, is a flexible, plastic, ethyl cellulose belt 314” 
Wide, 12” circumference. The machine housing is a zinc 
tie casting attached to an aluminum base resting on rubber 

Smooth taupe lacquer finish. 

Hand or desk microphone; foot or hand control; single dic- 
late listen lever. Automatic backspacing; signal light; warning 
ll. Also has automatic shut-off at end of belt; warning 
‘uzer; automatic monitor, scale graduated in lines of type. 

le method of attaching slip to recording medium. Ma- 
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Fisher Co. 


chine operates on AC-DC current. 15-minute recording per 
belt. Additional interlocks and safety features providing 
mistake-proof operation. Optional telephone recording, which 
is contained in basic units. 

Method of recording: embossing a sound track on plastic 
Memo Belt. Electronic recording, faithful voice reproduction. 
Portable machine designed to fit on the desk, in the desk 
drawer, or to be carried in a brief case. Memo Belt is sized 
to fit standard hotel or office envelopes, Cutler mailing 
chutes, etc. Manufacturer claims 5 hours of dictation can be 
carried in one’s inside coat pocket without notice. Memo 
Belts cost 642 cents each; one-time use. Price of machine is 
$350, plus Federal tax. The transcriber model is $325. 

Delivery: Immediate. 

(Turn to next page) 
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MACHINES i 


Thomas A. Edison, Inc., Ediphone Division, 
10 E. 40th St., New York 16 
The Miracle Executive Ediphone 
@ Edison’s acoustic dictating instrument. Compact dust- 


proof model of simple design. Small and light, easily moved 
to any convenient part of the desk. Standard color is grey, in 
a durable finish—handles and trim are chromium. 

Safety signal light—Should user inadvertently attempt to 
dictate with the operating lever in the wrong position, the 
flashing of the light immediately gives silent warning. Has 
counterbalanced recorder unit (Truvox), employing a 
sapphire point and dual diaphragm for listening and speak- 
ing, achieves improvement in capturing the true voice of 
the dictator. In connection with the dust-proof feature of the 
model, has a simple method of attaching or detaching the 
speaking tube in one motion, and has disappearing receiver 
hook which automatically shuts off the current when the 
Ediphone is closed. 

New indexing method (Keymatic), by which a light touch 
on one of two keys cuts a slit in the paper index slip. One 
key marks length of dictation; the other, a point at which 
correction occurs. Scientifically molded receiver; easy grip 
control which provides electric start and stop, preventing 
cylinder waste during pauses. Revolving cylinder support 
(Eject-o-matic Mandrel); no levers —cylinder removal is 
accomplished with one hand by pressing end knob. 

Has recorder and reproducer guards which automatically 
prevent damage to the expensive sapphire points when 
changing cylinders; unless points are out of harm’s way, 
cylinder cannot be put on or removed. Universal motor, 
quickly convertible to 110 volts AC or DC. Current shuts 
off when receiver is replaced on hook. Four-point spring 
suspension mounting eliminates vibration. Replaceable bear- 
ings. Improved brush and commutator construction. 

This is the latest model of Edison’s long line of acoustic 
machines, which type remains a fixture in the company’s line. 
Price, $257.05, Federal tax included. 

Delivery: Immediate. 


The Ediphone Director model. 
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Miracle Secretarial ? 
Twin of the executive model, for transcribing. Has al ; 


the features of the other model, plus tone and volume contr! 
of dictator’s voice. Also has Typease, and electric start, Sto 
and repeat control which attaches to any typewriter. Othy 
features. Price, same as the executive. 


Delivery: Immediate. 


The Mercury 
Edison’s electronic dictating instrument. Compact, dus. 


proof by reason of its enclosure. Grey finish, strippix 
handles, and trim are polished stainless steel. By what ti 
manufacturer refers to as Ear-Tuned Jewel Action, this m: 
chine tunes the voice of the user for ease in transcriptic 
Has Keymatic index, safety signal light, a light-weight har 
microphone, with electric stop and start incorporated in t: 
handle; extra long connection cord. On the executive's mod. 
the jewel that records and that which plays back are hous 
together, and controlled by a single lever for convenience ¢ 
control. Has recorder guards, ejecto-matic mandrel, and tk 
Edison universal motor. Price of the Mercury is $349, 
Federal tax included. 


Delivery: Immediate. 


The Director 
Cabinet mounted electronic Voicewriter for dictating ax 


all-around recording. Hard, fine grain crackle grey fins 
Stripping, handles, and trim are chrome steel. Director ha 
in addition to all of the features mentioned for the Mercun]} i 
an over-size foot control in the form of a rounded top fo} | 
button for electric start and stop. Can be depressed fron} | 
any angle, responding instantly to slight pressure. Gravij] rt 
door cylinder file is incorporated in lower section of the cati- 
net; also in the cabinet is a concealed correspondence fi 
Another feature is the Quadraphone, Director’s compact, se-} 1 
sitive microphone unit which can be set for various types] P 
conversation, dictation, personal visits, telephone converts: 
tions, conferences, lectures, etc. Quadraphone has safety: 
signal light. Has feature of automatically compensating ic] F 
either excessive or inadequate tone volume by electrical’ ; 
building up or reducing it to a practically uniform lee ( 
User can get immediate play-back of dictation by flip} , 
recorder lever. Play-back is electrically amplified and 1 p 
produced through a speaker built into the Quadraphone. T ‘ 
Director is also available for use with the hand-held Que: 


1D 

raphone for close speech while supplying the service of tet ; 
phone recording. Price of the Director is $468.52, Federal # 

included. ‘ 

Delivery: Immediate. T 

is 

Note: Ediphone Division of Thomas A. Edison, Inc., announce re 

they will soon bring on the market the Centennial Edison Disc Voice vi 

writer, the company's first effort in the disc type recorder fet d 

In the process of development for a long time, the new maci kb 

will be described and pictured in an early issue of MANAGEMS . 

i 

Gray Manufacturing Co., Hartford 1, Conn. au 

Audograph Electronic Soundwriter re 

Three models under this name: Executive, for dictatist ® 

only; Master Model, combination dictation and trae 

scription machine, and Secretarial Model, for transcrip ft 

tion only fo 

lox 

wi 


@ All three models 958” wide by 95/16” deep by 612" bf to 
Aluminum is prime material. Finished in grey crackle, - 
proof enamel. Weighs a little over 15% Ibs. No turntabt 
the record is supported on its underside at the point of #1 
contact by a roller mounted adjacent to the drive roe 
eliminating inertia of turntable and allowing insta” 
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MACHINES 


starting and stopping of record. Roller drive. Constant opti- 
mum linear groove speed instead of constant turntable speed, 
providing twice as much recording per disc, with uniform 
quality of reproduction at any point of the record. Unique 
indexing feature makes dictating and transcribing accurate. 
Audibility excellent at all times and under all circum- 
stances. Built-in speaker, or choice of various listening de- 
vices. Machine will record or transcribe in any position even 
though subjected to shock, turned upside down, or operated 


The Gray Audograph. 


in any other position, thus is suitable for mobile installations. 
Construction facilities servicing — divided in two halves 
which open on a hinge, making all internal components 
readily accessible. 

Specifically designed as a dictating instrument. 

Executive model plus standard accessories, $318.57; Master 
model plus standard accessories, $356.77; Secretarial model 
plus standard accessories, $294.71. 

Delivery: Immediate. 


Frederick Hart & Co., Poughkeepsie, N. Y. 
Hartron, Model 60 


@ Described as “Sound - on - Film Recorder - Reproducer.” 
Comes in compact carrying case. From the manufacturer: 
“While we do not claim that the Hartron is a dictating ma- 
chine, it can, however, perform the functions of a dictating 
machine. It is an all-purpose recording machine for tele- 
phone, radio, conference, sales training program, and other 
types of sound recording applications.” 

Recording medium is 35 mm. film which comes packed in 
containers approximately 10” long, 312” wide, and 2” high. 
These containers can be used to file the film after use. Film 
is non-inflammable. Simple in operation; Hartron doesn’t 
require trained personnel in attendance. All controls on a 
Visible control panel. Straight-line loading of film makes 
changing of film fast and simple. To record, turn the control 
knob to “record” position; to play back, turn the control to 
“playback.” As an optional feature the Hartron provides 
automatic Sstart-stop, which can be set to start and stop the 


for dletotia recorder at any sound level, thus giving completely automatic 
on and fret *peration. With this feature, will work, unattended, any 
for transere | “ime of day or night. This feature saves film, time, and ef- 
fort, and affords maximum recording time from a 62-foot 

loop of film, because there is no waste. Has track indicator 

.p by 614" hie Which quickly locates any portion of a recording. Log sheet 
crackle, 9 with every container of film. Monitoring facilities are 
No tum ca “a so that user can continue to record and simulta- 
e point of st bias y play back the message being recorded as far back as 
he drive 1 * = Model 60 is equipped with automatic volume con- 
\g instan or recording and a self-contained speaker and external 
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speaker connection. Foot control and headphones are avail- 
able for transcribing purposes. Price, $695. 


The Hartron Model 60 of Frederick Hart & Co. 
Hartron, Model 60-R 

This is an arrangement of two model 60’s mounted in a rack 
for heavy duty recording, especially adapted for operational 
work in airlines control towers, railroads, police and fire de- 
partments, etc. The unit may be equipped with automatic 
changeover device for continuous recording applications. 
Price, $1,760. 


Miles Reproducer Co., Inc., 812 Broadway, New York 3 
Filmgraph—Various Models 

@ Dimensions, Models HM and FR, 10” x 124%” x 11”; Model 
MRC, 4” x 8” x 9”. These are enclosed in leather-covered 
metal (black or brown). Model CMT, 21” x 10” x 11” en- 
cased in walnut. 

HM—Records and reproduces instantly and permanently 
up to 26 minutes on each of 100 sound tracks across the 
width of a safety film on each surface. Total recording ca- 
pacity per reel of film costing $2.10—88 hours or approxi- 
mately 2%c per hour. Machine operates automatically as 
soon as voice is spoken into microphone or telephone. Elec- 
tric fast rewind takes only 15 seconds for entire reel. Auto- 
matic stop at end of reel. Threading is automatic. Machine 
records and reproduces. Public address and calling provi- 
sion. Track and Zone (footage) selectors and indicators. 
Will record 40 feet away from microphone as well as close 
into the microphone. 

FR—Records continuously on a loop of film and automati- 
cally, permanently up to 3 hours with or without a stop. Re- 


Miles Reproducer's MRC Filmgraph. 
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DICTATING MACHINES 


winding not necessary. Loop of film sells at 40c. Otherwise 
substantially the same as the HM. 

MRC—Records continuously up to one hour on each of 100 
tracks on each face of the film. Hand fast rewind. Diciation, 
interviews, conferences. 

CMT—Records continuously up to 24 hours on a loop of 
film selling at $2.40 each. Split-second start-stop on record- 
ing and play-back. Rewinding not necessary. Any part of 
the recording may be located instantly. 

Recording by means of a sapphire point on a safety film 
5g” wide, .002” thick. Same units record, reproduce and may 
be used for calling, paging, intercommunicating, lecturing 
purposes. All units record telephone conversations (incom- 
ing and outgoing—local and long distance) by use of Miles 
Telemike which sells at $15. 

Record conferences, interviews, dictation, long time reports 
continuously, permanently, automatically at 24ec per hour up 
to 10 cents. Films may be filed, mailed or stored. 

All units are sensitive—will pick up conversations or sound 
40 feet away from microphone; portable and easy to operate. 

Filmgraph offers continuity, permanency, automatic opera- 
tion, fast rewind at 2%c per hour. Besides, Filmgraph is ex- 
tremely sensitive for recording conferences, telephone con- 
versations, interviews, etc. Prices: HM, $750; FR, $890; MCR, 
$250; CMT, $1,485. 

Delivery: 2 to 4 weeks. 


Peirce Wire Recorder Corp., 1328 Sherman Ave., 

Evanston, Ill. 

Peirce Dictation Wire Recorder, Model 55B 
@ Dimensions—13” x 11” x 8”. All metal. Finish, walnut 
and gray. Other colers on request. 

Built specifically for heavy-duty commercial and industrial 
use. Geared for immediate changing of the movement of the 
wire without any danger of breaking the wire. Manufacturer 
claims it is the only wire recorder that has been designed 
especially for commercial use. It has an automatic back 
space, magnetic erasing feature, foot-control switches, and 
does not require any training for the operator. It repro- 
duces the voice with all of its life-like quality. 

Principle of operation is entirely electric-electronic The 
sound is recorded magnetically cn fine stainless steel wire, 
giving an absolutely permanent record. No cylinders to save, 
no breakable records to handle, no discs to change. 

Claims made for Peirce 55B are that it saves up to 83% in 
costs on long-term usage, reduces transcribing time 25%. 


Only machine now being distributed generally by Peirce 
Wire Recorder Corp. Price is $400 plus Federal tax. 
Delivery: Immediate in almost every part of the country, 


SoundScriber Corp., 146 Munson St., New Haven 4, Conn, 
The Executive Recorder—Model RH 

@ Dimensions: 1014” wide by 8” high by 12” deep. In rich 
grained walnut finished cabinet to combine with all types of 
office furnishings. All electronic voice recording and repro- 
duction; direct gear drive, sealed in oil, turntable disc rota- 
tion. No belts, rollers, or clutches. Sound is embossed, not 
cut, upon a vinylite plastic disc, electronically; equipment 
is electronically alive but mechanically at rest, therefore, no 
moving parts when machine is in “ready” condition. Sound- 
Scriber-developed flash start motor makes possible this 
long-life feature. 


SoundScriber's Model RH 


Other recorders in the SoundScriber line differ from the 
Model RH in packaging only. Two models of portables: one 
in leather hand-stitched cabinet, one in DuPont Fabricoid 
cabinet, both models are completely self-contained dictation 
units, both can be used wherever electric current is available. 
Exclusive features found only in SoundScriber as follows: 
direct gear drive; time proven turntable disc rotation; light 
beam indexer for precision indexing; free floating secretary 
arm for complete convenience of playback for the dictator: 
conference playback through loud speaker built into the 
recorder as well as confidential playback through the micro- 
phone; disc-copying which permits the copying of any re- 
corded material from one disc to another making an actual 


Peirce's 
Wire Recorder 


Model 55B 
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DICTATING MACHINES 


live voice copy of the recording. This is done on the same 
recorder that originally recorded the material. 

Executive Recorder, pictured here, $315.45 including Fed- 
eral tax; ortable recorder in leather, $360.81 including Fed- 
eral tax; portable in fabricoid, $324.94 including Federal tax. 

Delivery: All models—immediate. 

Nore: The SoundScriber transcriber which is the secre- 
tary’s instrument is packaged in the same manner as the 
recorder either in walnut cabinet or in fabricoid portable 
cabinet—not available in leather cabinet, This instrument 
is equipped with instant start-stop and back-space mecha- 
nism, has free floating playback arm fcr highest clarity of 
reproduction, a choice of three listening devices and a choice 
of either foot controls or hand controls for start-stop and 
back-spacing. 


Webster-Chicago Corp., 5610 Bloomingdale Ave., 
Chicago 39 
Model 80 
@ Self-contained, general purpose, portable magnetic wire 
1738” 


recorder and player. Dimensions: x 113g” x 7%”. 


Webster-Chicago Corp.'s Model 80. 


Carrying weight, 27 lbs. complete; shipping weight, 32 lbs. 
Case, red morocco leatherette covered, over wood case. 
Heavy duty hardware. Easy-to-grip red plastic handle. 
Space compartment for microphone and power cord; arbors 
provided for 3 spools of wire. 

Model 80 comes ready to use in a carrying case complete 
with the microphone and 3 spools of wire (2 spools, % hour; 
1 spool, 4% hour). The microphone may be held in hand, 
suspended, or placed on table or floor. Cord is 8-ft. length 
with 3-prong Jones plug. Speaker is Electro-dynamic, 51/4” 
diameter, enclosed and dust-proof. Power cord, 6 ft. with 
2-prong molded rubber plug. 

Amplifier—recording and playback—dual purpose, 4 tubes, 


including rectifier. Wide-range tone and volume control. 
Motor is 4-pole, shaded-pole, self-starting induction type; 
constant uniform speed. Recording speed, 2 ft. per second; 
rewiads at 14 ft. per second. Recording head—triple purpose 
—records, plays, erases. Recording volume indicator in the 
form of a neon flash bulb. Operates from 105-120 volts, 
50 or 60 cycles, AC only. Price, $149.50; $153 west of the 
Rockies. 
Delivery: Immediate. 


Mode! 81 

For permanent and semi-permanent installation. This 
model comes ready to use with microphone and 1 spool of 
wire (15 minute). Dimensions 12's” x 1142” x 9%8”. Carry- 
ing weight, 24 Ibs. Shipping weight, 29 lbs. Microphone and 
speaker details same as for Model 80. Power cord same as 
for Model 80. Carrying grips on each side of case. AC only. 
Motor same as for Model 80. Price, $114.50. 

Delivery: Immediate. 


Wire Recording Corp. of America, 76 Varick St., New York 13 
Wireway Portable Wire Recorder, Model No. WP 
@ Dimensions: 18” x 11” x 842”. Net weight, 23 lbs. com- 


plete. Materials: wooden case covered with DuPont Morocco 
type leatherette. Finish: tan leatherette. Easily portable 
wire recorder in suitcase form. 

Records and plays back recording on wire from a micro- 
phone, phonograph or direct input from external sound 
source. Will record with a high degree of sensitivity and 
fidelity and reproduce in same manner. Also contains small 


broadcast oscillator which will broadcast through a standard 
AM radio. 


Wireway portable Model WP. 


Simplicity of operation, portable, ability to broadcast, self- 
contained PA system. Foot pedal and earphones can be at- 
tached for office work. 

Price, $159.50, complete with microphone and 2 spools of 
wire (half hour each spool). 

Delivery: Immediate. 


POSTURE 


CHAIRS 


Art Steel Sales Corp., 300 E. 145th St.. New York 51 
Typosture Group—Model 101 


® Stenographer’s posture chair. Height of back from seat, 
17”; seat width, 17”; seat from front to back, 14”. Uphol- 
stered in special machine buff leather. Custom-tailored; 
engineered to provide sitting ease and comfort. Made of sea- 
soned kiln-dried hardwoods; finished in walnut. Equipped 
with improved control mechanism affording 4 adjustments. 
Noiseless casters. Colors available: red, brown, green, and 


ang Weight when being shipped (one in a carton), 38 
Pounds. 


Delivery: Immediate. 
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Model 103 

The executive’s posture chair. Height of back 17”; seat 
width, 21”; seat from arm to arm 19”; seat from front to back, 
1814”. Individually upholstered and tailored in special ma- 
chine buff leather. Custom-built; equipped with no-sag 
springs to provide sitting ease and comfort. Made of seasoned 
kiln-dried hardwoods, and finished in walnut. Equipped 
with improved control mechanism affording four adjust- 
ments. Noiseless casters. Colors available are red, brown, 
green, and maroon. Weight when shipped (one in a carton), 
58 lbs. 

Delivery: Immediate. (Turn to next page) 
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CHAIRS 


Art Steel Sales’ Model 101. 


Two other chairs are included in this Typosture group— 
Model 120-R, a revolving chair in Chippendale style, and 
Model 120, a Chippendale executive chair, a companion piece 
for 120-R, a stationary model. 


Burroughs Adding Machine Co., Detroit, Mich. 
Burroughs Chair No. 1 


@ Dimensions: Adjustable height of seat. 1712” to 2112”; 
seat, 15” x 17”; back rest, 8” x 14”. Materials: one piece alu- 
minum castings; stainless steel scuff plates; foam rubber 
cushions upholstered in brown, red or green; vinylite plastic 
coated cloth. Finishes: three coais of enamel baked at high 
temperatures; polished stainless steel. 


Burroughs Chair No. |. 


Seat, back and frame in one piece aluminum castings. 
Greater security because of wider spider base with a low 
center of gravity and load distribution. Self-lubricating 
swivel and ball-bearing casters. Large, form-fitting seat. 
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Five separate adjustments to all normal postures: 1, height; 
2, angle of back rest frame to chair; 3, height of back rest 
cushion; 4, angle of back rest cushion; 5, tension of back rest 
spring. 

The Burroughs Chair No. 2, the executive chair, differs 
from chair No. 1 only in that it has arm rests. Price, Model 
No. 1, $48; Price, Model No. 2; $60. Prices apply in conti- 
nental U. S. only. 

Delivery: Immediate (both models). 


Cramer Posture Chair Co., 1205 Charlotte St., 

Kansas City 5, Mo. 
Model No. 2422-TR Drafting Chair 
@ Seat dimensions: 17” x 16”. Back dimensions: 13” x 8”, 
Seat height adjustment from 2312” to 32”. Foot ring adjust- 
able. Tubular steel and aluminum construction. Baked 
2namel finish in brown, green, or grey. 


Cramer's 2422-TR drafting chair. 


Features of construction: free floating back rest responsive 
to every movement of the occupant cushioned with 1” mold- 
ed form rubber. Seat cushion 214” thick; 34” drop front 
feature on seat minimizes pressure. Front edge of oval seat, 
formed on radius from leg pivot point permits free leg 
movement. Cloth covers recommended for air-breathing 
coolness—removable for dry cleaning or replacement. 

Simple handwheel adjustments for height of back, depth 
of seat, tilt of seat, height of seat, and height of foot ring by 
Micro-grip handwheels or Cramer’s new trigger release 
plunger. Available with ball-bearing soft tread casters for 
ease of movement—also available with glides. This chair has 
been specifically designed for Draftsmen. 

It is unusual in design in that it has a forward tilt action 
with the seat, back rest, and back support operating as one 
unit, retaining original relation between back rest and seat. 

Delivery: Prompt. 


Dependable Mfg. Co., Omaha, Neb. 
Tru-Posture Model 617 
@ Adjustable from 17” to 24”. Upholstery is of Vinyl coated 
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fabrics. Green, grey or brown enamel all-steel electric arc 
welded frame. 

Four adjustments: 1, Instant Height Adjustment; 2, back- 
rest may be raised or lowered. 3, it can be brought forward 


Dependable Mfg. Co.'s Model 617. 


or backward; 4, back rest may be regulated to any degree 
of tension as desired. 

Raise or lower height instantly. 

No tools required. No screws, bolts or nuts to set or 
tighten. 


Delivery: Immediate. 


DoMore Chair Co., Inc., Elkhart, Ind, 
The Debonnaire Model No. 72 7 

@ Seat, 16” wide—12” deep. Adj., 17%4” to 2014”; swivel 
back, 14” wide—6” high; casters, 2” ball-bearing. Shipping 
weight, approximately 40 lbs. 

New, retaining all the DoMore postural features, plus new 
design. Clean lines, freedom from “gadgets”; has a stream- 


The Debonnaire, No. 72, of DoMore Chair Co. 


lined base formed of sheet steel, insulated to eliminate ob- 
jectionable noise; contains especially designed bearings in 
which a hardened steel spindle rotates; and it is available 
with or without stainless steel decks. The upper structure 
is of Do/More “Ply-Craft.” No metal in the upper structure 
touches the hands or body when moving it or sitting in the 
chair. 

The composite construction eliminates any possibility of 
static electricity. 

It is available in a variety of finishes and upholstery ma- 
terials. 

Delivery: Two weeks. 


Fritz-Cross Co., 300 E. 4th St., St, Paul 1, Minn, 

No. 350 Secretarial Chair 

@ Available in fabrics, leatherette and leather. Flat walnut, 
olive green, flat mahogany or grey. Standard finishes. Pre- 
cision built for correct posture. Adjustments made with 
handwheel controls. 


No. 350 of Fritz-Cross Co. 


Also available with spring back. Their patented “L” Lock 
Spring allows for a rigid back for correct posture and, with 
the trip of a lever under the upholstered seat, a spring back 
for relaxation. 

Delivery: Approximating current. 


General Fireproofing Co., Youngstown, Ohio 

Goodform Adjustable Chair No. 2123 

@ Width of seat, 155s”; width of overall, 155s”; width of base, 
2414”; height of back from seat, 12” to 1514”; height of seat 
from floor, 1748” to 20%”; depth of seat, 141%”. 

Aluminum alloy heat-treated after fabrication at 970 de- 
grees Fahrenheit. Standard finishes: satin aluminum, green, 
walnut, mahogany. General Fireproofing recommends satin 
aluminum because of its beauty and durability. It is the 
natural metal, polished to a high smoothness, and then ano- 
dized by an electrolytic process so that it gets a surface 
hardness that is highly resistant to scratches, mars, or rough 
edges. Can be cleaned with soap and water. 

Five adjustments enable the 2123 Goodform Chair to be 
fitted to any individual. Seat and back are shaped and 
cushioned with foam rubber to provide practical working 
comfort. Made of aluminum, the chair cannot split, splinter, 
warp, or develop rough edges. All parts are welded and 
then heat-treated. The chair iron is designed especially for 
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POSTURE CHAIRS 


this chair—four of the five adjustments are built into the 
iron. Caster sockets are molded into the base and are abso- 
lutely rigid. A new base will be furnished free of charge if 
the casters drop out. Standard covering material is Good- 
form plastic coated fabric. 

Designed to provide practical working comfort for secre- 
taries, stenographers, office machine, and clerical workers. 

The pitch of the seat, the range of the back adjustment, 
and the size and temper of the spring all are controlled by 
the iron so as to be most suitable for this model chair. 

Top-bearing casters are standard because it is believed 
that this 15s” caster does the best job on the type of work 
for which the chair is designed. If casters swivel too freely 


General Fireproofing'’s No. 2123 


on a stenographic chair, workers will creep away from the 
machine and must constantly pull themselves back. For 
this reason, ball-bearing casters are not recommended on 
this chair, although they are optional. 

Although a flotilt type iron is used on most models of the 
Goodform Adjustable chair line, a spring type iron is used 
on the No. 2123. Prices: Zone 1, Satin aluminum and green, 
$42; mahogany and Walnut, $45. 

Delivery: Three to four months. 


W.. H. Gunlocke Chair Co., Wayland, New York 
Model 682RSB 


For general stenographic and clerical use. Both seat and 
back have foam rubber upholstery. Width of seat 16% 
inches; sitting depth 1434 inches; height of back (adjustable) 
15% inches to 1742 inches. Available in oak, walnut finish, 
solid walnut, green and gray finishes to match steel furni- 
ture. 

Delivery: 2 to 4 weeks. 


Model 588P 

Width of seat 171% inches; sitting depth 1514 inches; height 
of back (adjustable) 1712 inches to 19 inches. Made in oak, 
walnut finish, mahogany finish, solid walnut, green and 
gray finishes to match steel furniture. 

Price determined by the dealer. 

Delivery: 2 to 4 weeks. 


Harter Corp., Sturgis, Mich. 

Model No, E-15R 

@ Seat, 16” wide, 14%” deep, 314” thick. Height adjustable 
from 17” to 21”. Back, 1312” wide, 742” deep, 1” thick; ad- 
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W. H. Gunlocke Chair's 588-P 


justable horizontally through 10” range. Molded foam rubber 
seat cushion won’t sag or pack down. Extruded plastic welt 
seam will not fray or peel. Sheet foam rubber back assures 


Harter's E-I5R 


smooth, non-wrinkled appearance of upholstery. Steel con- 
struction, arc-welded throughout. Finish is baked enamel 
Choice of upholstery: mohair fabrics, plastic coated fabrics. 
or leather. Two-inch soft rubber ball-bearing casters. Has 
three simple adjustments that can be made by user withou! 
the use of wrench, screw-driver, or other tools. 

Delivery: Immediate. 


Jasper Chair Co., Jasper, Ind. 
Model 221. 
@ Seat size is 1634” x 15”. Chair is made in quartered oak. 


light oak, or school brown finish, and in birch or maple wood 
finished in walnut or mahogany. Pressed steel iron, ba¢ 
equipped with Jasper’s new spring back which gives flexi- 
bility in any position. Back upholstered in leather over % 
foam rubber. Seat upholstered in leather over two layers 
of Nukraft topped with 34” foam rubber. Shipped in a cal 
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ton, and weighs 38 lbs. Casters are 15s” ball-bearing. 
Delivery: Immediate. 


Jasper Chair Co.'s No. 221. 


Jasper Seating Co., Jasper, Ind. 
Model 46 LR ; 
@ Seat, 1744” wide, 144%2” deep. Upholstered in simulated 


leather. Finishes are mahogany, oak, and walnut. Back is 
form fitting and adjustable. 
Delivery: Immediate. 


Jasper Seating Co.'s 46LR. 


Kol, Inc., Minneapolis 2, Minn. 
Junior Executive Chair, Model No. 700 
@ Seat, 14” x 20”; height of seat from floor, 19”; form fitting 


back and seat strength-tested to 580 Ibs.; shipping weight, 
25 lbs. each; shipped individually cartoned. 

Chair is manufactured from 1” furniture tubing. Bondarite 
baked enamel in ranger green, chocolate brown or silver 


grey. Back and seat utilizes colorful, strong, yet durable 
webbing. 


September, 1948 


Utilizes furniture tubing which combines the functionalism 
of aviation design with the beauty and comfort of the mod- 


Junior Executive chair by Kol, No. 700. 


ern trend, the webbing material used in seat and back con- 
struction is strong and durable, it has the added advantage 
of coolness in hot, humid summer months Light weight of 
the Kol chair is 22 lbs. and 2” best quality ball-bearing 
swivel casters give the chair an easy mobility. Because of 
the unusually wide base there are no tip-over tendencies. 
Chair frame is welded and brazed throughout, forming one 
continuous structure of maximum strength. Price of the 
Kol No. 700 is $24.50, list. f.o.b. Minneapolis. 
Delivery: Immediate. 


The B. L. Marble Chair Co,, Bedford, Ohio 

Model 1532-AF 

@ Height of back from seat adjustable from 14” to 16”. Sit- 
ting depth, 14”; width of seat at front, 16”. Flexible, tilting 
back is adjustable (up or down, forward or backward) to fit 
individual requirements. The tension of the spring-controlled 


B. L. Markle’s 153'/.AF 
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POSTURE CHAIRS 


this chair—four of the five adjustments are built into the 
iron. Caster sockets are molded into the base and are abso- 
F lutely rigid. A new base will be furnished free of charge if 
s the casters drop out. Standard covering material is Good- 
form plastic coated fabric. 


*. Designed to provide practical working comfort for secre- 
¥ taries, stenographers, office machine, and clerical workers. 
4 The pitch of the seat, the range of the back adjustment, 
3 and the size and temper of the spring all are controlled by 

i ay the iron so as to be most suitable for this model chair. 

| . Top-bearing casters are standard because it is believed 
- that this 15s” caster does the best job on the type of work 
3 for which the chair is designed. If casters swivel too freely 
s 


W. H. Gunlocke Chair's 588-P 


justable horizontally through 10” range. Molded foam rubber 
seat cushion won’t sag or pack down. Extruded plastic wel 
seam will not fray or peel. Sheet foam rubber back assures 


General Fireproofing's No. 2123 


on a stenographic chair, workers will creep away from the 
machine and must constantly pull themselves back. For 
this reason, ball-bearing casters are not recommended on 
this chair, although they are optional. 

Although a flotilt type iron is used on most models of the 
Goodform Adjustable chair line, a spring type iron is used 
on the No. 2123. Prices: Zone 1, Satin aluminum and green, 
$42; mahogany and Walnut, $45. 

Delivery: Three to four months. 


W. H. Gunlocke Chair Co., Wayland, New York N 
Model 682RSB 


For general stenographic and clerical use. Both seat and : Harter's E-I5R 
back have foam rubber upholstery. Width of seat 16% 
inches; sitting depth 1434 inches; height of back (adjustable) 
1542 inches to 1742 inches. Available in oak, walnut finish, 
solid walnut, green and gray finishes to match steel furni- 
ture. 

Delivery: 2 to 4 weeks. 


smooth, non-wrinkled appearance of upholstery. Steel con- 
struction, arc-welded throughout. Finish is baked enamel 
Choice of upholstery: mohair fabrics, plastic coated fabrics. 
or leather. Two-inch soft rubber ball-bearing casters. Has 
three simple adjustments that can be made by user without 


the use of wrench, screw-driver, or other tools. 
Model 588P : ; 
Width of seat 1742 inches; sitting depth 151% inches; height Delivery: Immediate. 
of back (adjustable) 1712 inches to 19 inches. Made in oak, 
walnut finish, mahogany finish, solid walnut, green and im te = Co., Jasper, Ind. 


gray finishes to match steel furniture. 
Price determined by the dealer. 
Delivery: 2 to 4 weeks. 


@ Seat size is 16%4” x 15”. Chair is made in quartered oa 
light oak, or school brown finish, and in birch or maple wood. 
finished in walnut or mahogany. Pressed steel iron, back 


: ‘ ’ A ich gives flexi- 
Harter Corp., Sturgis, Mich. equipped with Jasper’s new spring back whic 
Model No, elise . bility in any position. Back upholstered in leather over % 
@ Seat, 16” wide, 144%” deep, 31%” thick. Height adjustable foam rubber. Seat upholstered in leather over two laye® 
from 17” to 21”. Back, 1314” wide, 742” deep, 1” thick; ad- of Nukraft topped with 34” foam rubber. Shipped in a ca 
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POSTURE CHAIRS 


n, and weighs 38 Ibs. Casters are 15s” ball-bearing. Utilizes furniture tubing which combines the functionalism 
ag Seoudilinte of aviation design with the beauty and comfort of the mod- 


Jasper Chair Co.'s No. 221. Junior Executive chair by Kol, No. 700. 


ern trend, the webbing material used in seat and back con- 


Jasper Seating Co., Jasper, Ind. struction is strong and durable, it has the added advantage 


Model 46 LR 


@ Seat, 1714” wide, 1414” deep. Upholstered in simulated of coolness in hot, humid summer months Light weight of 
leather. Finishes are mahogany, oak, and walnut: Back is the Kol chair = 22 Ibs. and 2” best quality ball-bearing 
form fitting and adjustable swivel casters give the chair an easy mobility. Because of 

Delivery: Immediate ; the unusually wide base there are no tip-over tendencies. 


Chair frame is welded and brazed throughout, forming one 
continuous structure of maximum strength. Price of the 
Kol No. 700 is $24.50, list. f.o.b. Minneapolis. 

Delivery: Immediate. 


The B. L. Marble Chair Co,, Bedford, Ohio 
Model 153'/2-AF 
@ Height of back from seat adjustable from 14” to 16”. Sit- 


ting depth, 14”; width of seat at front, 16”. Flexible, tilting 
back is adjustable (up or down, forward or backward) to fit 
individual requirements. The tension of the spring-controlled 


B. L. Marble's 153!/2AF 


Jasper Seating Co.'s 46LR. 


Kol, Inc., Minneapolis 2, Minn. 
Junior Executive Chair, Model No. 700 
@ Seat, 14” x 20”; height of seat from floor, 19”; form fitting 
back and seat strength-tested to 580 Ibs.; shipping weight, 
25 lbs. each; shipped individually cartoned. 

Chair is manufactured from 1” furniture tubing. Bondarite 
baked enamel in ranger green, chocolate brown or silver 


grey. Back and seat utilizes colorful, strong, yet durable 
webbing. 
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POSTURE 


back can be increased or decreased as desired. Seat can be 
raised or lowered. 

Seat of this model is made with a 134” cored foam rubber 
filler bonded to the top of a saddled wood seat, with all top 
edges of the seat well rounded. This rounding results in a 
softer edge when the chair is upholstered, and the upholstery 
welt at the back of the seat is eliminated to relieve pressure 
on the end of the spine. Back rest is also upholstered with 
soft foam rubber. 

Delivery: Immediate. 


Metal Office Furniture Co., Grand Rapids, Mich. 

Easyrest Posture Chair, Model C-61 

@ Features variable seat depth, automatically provided by 
a change in height of back. Seat is full spring cushion unit. 
Simple, foolproof mechanism enables any girl to fit the chair 


‘ am) 


@ ef 


to herself quickly while she is seated in it. Form-shaped 
back gives proper support and comfort. 
Delivery: Immediate. 


New Indiana Chair Co, Jasper, Ind. 

Model 1408 Posture Chair 

@ Width of seat, 1642”; depth of seat, 14”; height of back 
from seat, 13” to 1542”; height of seat from floor, 1712” to 
2034”. Spread of base 2414”. Ball-bearing casters (15s”). 

Has rubber bumper around perimeter of seat. Flexible 
spring action adjustable back. Back is hinged to adjust it- 
self with each body movement. Also adjustable for tension 
of back. 

Chair pictured is of wood, but will soon be available with 
upholstered seat and back. It will also be available with 
wood seat and upholstered back, or with upholstered seat 
and wood back. This company makes a complete line of office 
and school chairs. 

Delivery: Immediate. 


Ohio Chair Co., Inc., Girard, Ohio 

Rest-All—Stenographic Posture Chair 

@ First offering of a new manufacturer, for which improve- 
ments in construction and appearance are claimed. Advan- 
tages claimed for the Rest-All are specially developed ball- 
bearing joints which connect the upholstered, self-adjusting 
backrest to the frame; continuous pressure and motion will 
not wear out the new connections. Extra reinforcement at 
other parts junctures which are common sources of trouble- 
some wear also is claimed. 
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ABOVE—No. 1408, New Indiana Chair Co. 
LEFT—Metal Office Furniture's C-6l. 


BELOW—Ohic Chair Co.'s Rest-All. 


Seat and back are cushioned with 1” foam rubber, up- 
holstered in green, brown, maroon or grey plastic-finish, 
simulated leather. Cast aluminum base is massive in ap- 
pearance, has a natural, satin finish, and rides on ball- 
bearing casters with soft rubber wheels. Has full, 5-point 
adjustablity for maximum individual posture fitting. 

Delivery: Two weeks. 


Shaw-Walker Co, Muskegon, Mich. 
Model 6421 er. 
@ Aluminum with foam rubber seat and back. Finish is 


anodic satin aluminum. Five adjustments enable user t0 
fit chair to individual physique. Adjustments easily made 
without use of tools. Price, $42 in eastern zone. 

Delivery: 30 to 60 days. 
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ABOVE—Shaw-Walker's Model 6421. 
RIGHT—Sturgis' Model 624FF Smilemaster. 
BELOW—Sikes' Model X1I41!/-YL. 


The Sikes Co., 20 Churchill St., Buffalo 7, New York 
Model X141V/2YL 


® Man’s clerical posture chair. Seat and back larger than 
ladies’ model. Made of solid wood, either birch or oak and 
is available either in birch walnut, birch mahogany, Sike- 
stone Gray (which blends with metal office furniture colors), 
standard finish on oak, Sikestone Oak—which blends with 
but does not match the various shades of Softone Oak being 
used. This chair, as all of the Sikes posture line, is equipped 
with Sikes’ patented fixed floating seat. The back of the seat 
dips slightly as the back of the chair goes to the rear with 
the result that the sitter is cradled, the body is supported at 
all times and there is no tendency to slide forward out of 
the chair. The fact that the spring action on the chair is 
teversed and the spring tension decreases as one leans back 
contributes materially to the floating action which can be 
secured when the chair is properly adjusted. 
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Has four adjustments which permit it to accurately fit the 
physical characteristics of practically any sitter. Although it 
is not so equipped in the standard model it is available with 
base snubbers and plastic scuff plates while the 2” ball- 
bearing hard wheel casters are standard equipment. The 
only thing distinguishing this chair from other items in Sikes’ 
line is the size of the seat and back rest—since it is made for 
men. It differs from all other lines in the same way that all 
of their posture chairs differ, namely, the use of the patented 
posture mechanism. The chair is available in standard fin- 
ishes and upholstered in Sikes Winston grain leather. 

Delivery: Immediate. 


Sturgis Posture Chair Co., Sturgis, Mich. 
Steel Posture Chairs. Smilemaster No. 624FF 
@ Has a spring seat topped with foam rubber and a foam 
rubber backrest with Sturgis Follow-Flex back support. 
Welded steel construction is used for the frame. Stem type 
casters (2”) have ball-bearings for mobility. Available in a 
variety of colors. Prices with Versilan upholstery, $41; cloth 
upholstery, $43; or deep buff leather, $47. 

Delivery: Immediate. 
No. 612FF 

Steno swivel with Nukraft padded seat, Follow-Flex pad- 
ded backrest. Price, $24.50. 
No. 618FF 

Steno swivel with coil spring seat, Follow-Flex padded 
back rest. Price, $31. 
No. 626 

Swivel armchair with coil spring and foam rubber seat. 
Follow-Flex backrest padded with Nukraft and foam rubber. 
Price, $47.50. 
No. 920 

Steno swivel with spring seat, spring-back action, Follow- 
Flex padded backrest. Price, $36. 
No. 924 

Steno swivel with coil spring and foam rubber seat, Follow- 
Flex backrest padded with Nukraft and foam rubber. 
Price, $46. 

Delivery, these models: Immediate. 


Taylor Chair Co., Bedford, Ohio 
Stenographic Comfortable-Posture Chair No. 8850'/2 
@ Dimensions: Height of back from seat, 14%” to 1614”; 


sitting depth, 15”; width of seat at front, 1744”; seat adjust- 
ment from floor, 16” to 21”. (Turn to next page) 
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POSTURE 


CHAIRS 


Comfort-designed chair for all office machine workers. 
Fully adjustable to eliminate fatigue. Features a rubberized 
hair-filled seat and back. The pivotal back provides steady, 
strong support for restful relief for all-day working comfort 
Built to harmonize with every type of office installation. 
Delivery: Immediate. 


Stenographic Comfortable-Posture Chair No. 884812 
Dimensions: Height of back from seat, 1412” to 1612”; sit- 


ting depth, 15”; width of seat at front, 1714”. 

Has a full 2” molded foam rubber seat. Five point adjust- 
ability provides full individual, relaxed comfort. The foam 
rubber back is pivoted on Taylor’s exclusive hinge to 
follow through, giving firm, instantaneous coordination for 
maximum support. Matches metal desks, blending with the 
office ensemble. 

Delivery: Immediate. 


Taylor's No. 8850!/). 


Posture Chair No. 8849'/2 

Dimensions: Height of back from seat, 1442” to 17”; sitting 
depth, 15”; width of seat at front, 17”. 

Matching the Taylor all-wood Flat Back series. Features 
a scientifically bent seat for working comfort, and follow- 
through hinged back supports. Completely adjustable for 
height, pitch, tension, and position of back comfort. 


Posture Chair No. 9845'/2 

Dimensions: Height of back from seat, 14” to 1744”; sitting 
depth, 1444”; width of seat at front, 16”; seat adjustment from 
floor, 1642” to 2014”. 


Sturdy serviceable all-wood typist posture chair matches 
general office installations. Form-fitting posture — shaped 
spindles; easy handwheel adjustments for pitch, height and 
tension control. Special deep comfortable saddle seat. 

Delivery: Immediate. 


Posture Chair No. 8845'/2 

Dimensions: Height of back from seat, 1442” to 1742”; sit- 
ting depth, 15”; width of seat at front, 17”. 

All-wood Stenographic Comfortable-Posture chair. Tay- 
lor Comfortable. 

Has smart appearance, with fully rounded back support, 
deep, comfortable seat, and the exclusive Taylor follow- 
through pivotal back hinge. 

Delivery: Immediate. 


Wells Office Furniture Co., 725 S. La Salle St., Chicago 5 
Model 127 Posture Chair 


@ Made of one inch steel tubing, equipped with the Seng 
Mechanism, seats are all spring-filled; backs are foam rubber 
The seats are 162” x 1312” and back rest is 1312” x 610” 
These chairs are available in red, grey, green and brown 
Duran. 

Chairs are all chrome plated. However, ere now furnishing 


Model 127 of Wells. 


these chairs in the chrome base and/or a green, grey oF 
brown painted base. 

Manufacturer claims that his chairs have the greatest 
thickness of seats and that possibly he is the only one who 
makes seats with No-Sag Springs. 

Delivery: Immediate. 
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FOR THE WORK-WEARY 


with | 
Globe-Wernicke 


Office 


Accomplish routine office 
tasks the easy way. Use 
Globe-Wernicke Office 
Aids. They reduce to a 
minimum the time and ef- 
fort required for almost 
every office job. Consult 
your local stationer. He 
knows which one of these 
Office Aids you will need to 
do a particular job. 


V EVERYDAY FILE 


Completely re-designed and 
handsomely bound in a 
blue waterproof cloth, 
printed in silver and black. 
It helps file clerks and sec- 
retaries sort correspond- 
dence. It is used extensively 
as a tickler or reminder file. 
Seven styles of indexing to 
fit your various needs. 
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Aids 


Desk Stationery Cabinet 


Vis-ette ... Visible 
Card Folder 


Peerless Wood Card Tray 


RE” 


Card Index Storage Case 


Filing Shelf 


—_ 
Eclipse Box File 


Ossie DAY FILES* 


Registered U.S. trade mark 
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WHY? Look at her posture! 


Seated all day on a STURGIS 
POSTURE CHAIR, she escapes “after- 
noon letdown”. A Sturgis encourages 
erect, healthful, fatigue - defeating 
posture. 

If the work turned out by your 
office staff lags late in the day, write 
us for literature on the complete 
Sturgis line. And ask your Sturgis 
dealer for a demonstration. 


POSTURE CHAIR CO. 
Sturgis, Michigan 


a 
y 


Your Office Differs 


(From page 22) 


floundering and wallowing about among office 
details for which he has no liking or appreciation, 


This technical aspect of office service is rapidly 
evolving out of the complexities of the modern 
office. The specialization reaches out toward the 
architect, engineer, teacher, archivist, analyst, 
statistician, and psychologist. Some of his work 
may be based on special experience or technique, 
but much of its comes from the laboratory and 
other professions. Today we are not satisfied 
with the arrangement of furniture in a layout 
alone; we have come to understand how much the 
office force is affected by good seeing conditions, 
noise levels, color of walls, and even music to 
dispel monotony in routine operations. The office 
manager has grown to a position where he is not 
only rendering services but is a consultant to all 
offices with his technology. His office has become 
a staff and line organization; he must render the 
service to other offices and also possess the tech- 
niques for analysis, simplification, and motion 
economy. 


Office management usually comes to a company 
through the special interest of some executive 
who emphasizes and expands its influence. De- 
pendent on his drive and position and the re 
quirements of the company, the office activities 
have to be adjusted as a service center to major 
functions. There is a growing distinction be- 
tween the office service manager and the office 
manager. The former is an officer who furnishes 
certain centralized office services to other offices 
and the emphasis is on these auxiliary line duties. 
The office manager not only renders these services 
but is also an executive, reporting to top manage- 
ment with line and staff activities organized and 
defined under him. His delegation recognizes 
both service and technical aspect of office services 
anywhere in the organization. 


In any list of office management principles you 
will not find a principle of progressive adaptation, 
and yet it is a realistic policy for the office man- 
ager. As he shoulders his new responsibilities, 
usually not too well defined or understood broadly 
in other offices, he must adapt himself to the or- 
ganization and its policies. His adaptation should 
not mean passive acceptance of a situation. It 
should mean creative thinking, a knowledge of his 
professional field, careful and diplomatic planning 
and making each program of service so compe 
tent that there will be a demand for more. Office 
management is a large and varied field in which 
to express service to the organization. The office 
manager has the opportunity to expand his serv- 
ice programs progressively and to grow himself 
in the process. 
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whether you S 


a thousand forms a year 
or a million, 


save time! 


trouble! 
money / 


with UNRCO Jusiness forms 


save time! With Uarco business forms, one writing produces every copy the job 
requires, and frequently several jobs can be combined. 


save trouble! No recopying . . . mistakes are fewer. 


save money! From start to finish—writing, distributing, checking, filing—waste motion is 
eliminated; you don’t pay for a single unnecessary move! 


These savings apply to any business, no matter what size, no matter what kind. To see how 
they apply to your business, you have only to call your Uarco Representative. He will make a 
complete survey and recommend needed improvements 
with no obligation and at no cost whatever. 


UARCO INCORPORATED 
Chicago, IIl.; Cleveland, Ohio; Oakland, Calif.; Deep River, Conn. 
Offices in All Principal Cities. 


for instance .. . here's real efficiency! Uarco 
Multi-Fold Continuous Forms feed the typewriter continuously. 
No carbon shuffling for the typist. The great variety 

of Uarco business forms brings this and many other 

efficiencies to any kind of business operation. 


UARCO 


IM CORPORATERD 


CONTINUOUS-STRIP FORMS BUSINESS FORMS SINGLE SET FORMS AUTOGRAPHIC REGISTERS 
FOR TYPEWRITTEN AND BUSINESS MACHINE RECORDS AND REGISTER FORMS 
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Hollyhocks needing tending .. . 


flat tire in garage ... your golf 
game gone fo pot . . . sluggers 
needing umpire... 
threesome (needing a 
fourth).....atyour — ais 
front gate... . Dae Dil 


, 
Mister! them’s home OVERLOADS 
YOU do them! 
But not your office OVERLOADS 
WE do those .... 


in TABULATING 
in TRANSCRIBING 


When we’d do your overloads... 
we'd guard your figures and keep them 
from any possible prying eyes. We'd 
hold your confidence. 

Our folks do not forget. We do not 
relax. Our planned, unceasing routine 
guards your books, figures, facts, intent 
and manuscript. 

Our operators work on parts of your 
work, are not concerned with the whole 
or the answers; they work at private 
desks unobserved, in supervised rooms. 

Their integrity is unquestioned. They 
won our confidence, and keep it. They'd 
win yours, and keep it. 

When peaks, emergencies, OVER- 
LOADS come to you, don’t worry and 
fret, just smile and 


Agornunman 


The nation's foremost office overload service 
WORKMAN SERVICE, INC. 
109 N. Wabash Ave., Chicago 2, Ill. 
Other office locations: 


New York City * Los Angeles 
Minneapolis ¢ Seattle 
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Work Simplification 


(From page 25) 


ences every act by every worker in every working 
day. As an effective attitude, it must be a full- 
time part of thinking and doing. This frame of 
mind must fully impregnate office thinking and 
doing to the extent that the true role of the office 
as a service department of the organization is 


constantly highlighted. 


“An office which becomes all things to itself 
alone—an end unto itself—is barren of promise 
of progress, invites an end to its own existence. 
Such an office, moreover, is barren ground for this 
philosophy of simplification. It is the office man- 
ager who must start out work-simplification- 
minded. It is he who must develop our concept 
as part of his own thinking. He must assume re- 
sponsibility for inspiring and imbuing the phi- 
losophy of simplification to his subordinates all the 
way down the line. It is the office manager who 
must recognize that the price of continuous sim- 
plicity is eternal vigilance. 

“In this approach to simplification, the office 
manager must arm himself with: 


“1, An abiding faith in the concept of simplifi- 
cation. 

“2. A working knowledge of all the tools avail- 
able to him to avoid and eliminate complex- 
ities, intricacies, and elaborateness. 

“3. A healthy disrespect for ‘sacred cow.’ 

“4. A concept of the office as a service organ- 
ization. 


“Let us consider some potential, practical appli- 
| cations of our thinking. 


What goes into them? Are all those papers 
worth retaining? Will anyone ever want to 
see them again? How much useless junk is 
cluttering up your files? How many files 
can you free for future use by disposing 
now of the many documents that there is 
no sense in retaining? Can you educate your 
people to channel to the files only such 
papers as someone will some day want to 
see again? 

(a) “How about your correspondence? How 
much of it is useless, superfluous? Have 
you considered the adoption of the sim- 
plified letter? It is much more than 
just a fad. Do your correspondents 
practice brevity, consistent with clar- 
ity? Do you still use the archaic ‘very 
truly yours’? 

(b) “Do you dare answer a letter by writ- 
ing your reply on it and returning it, if 
you have no need for the original or 
a copy of your reply? 

(c) “Do you ever think of using your own 
follow-up copy as a second final letter 
about a subject, when you can do so? 

(d) “Does your office suffer from ‘carbon 
copy disease’? Do you make extra cop- 
ies for everyone that asks for one? Does 
everyone who rates a swivel chair get 
a carbon copy? Have you ever consid- 
ered using the traveling copy? 

(Turn to page 62) 


| 1. “Look at your files with this new attitude. 
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“How are your forms? Have you taken time 

lately to check them? Have forms piled up 

on forms, so that there is no more room to 
store them? 

(a) “When old forms are reordered, are 
their need and makeup reviewed? 

(b) “Do new forms clear through any one 
individual? Does some one in your or- 
ganization periodically review all forms 
in use, so as to consolidate, eliminate, 
correct or simplify? 

(c) “Do you use your expensive order 
forms and billing method for all or- 
ders regardless of size or have you de- 
vised an inexpensive routine for small 
orders? 

“Do you mail statements of accounts to all 

customers, every month? Are they neces- 

sary? Have you ever made a survey to find 
out whether your customers use them? 

(a) “Have you installed an _ up-to-date 
voucher system and eliminated the ac- 
counts payable ledger? For that mat- 
ter, have you considered the possibility 
of eliminating the accounts receivable 
ledger? 

(b) “Do you make use of your elaborate 
cost system for control purposes or was 
it set up for determining selling prices 
and do you then disregard the cost fig- 
ures and let your competitors set up 
your selling prices? 

“Do you still prepare reports that no one 


oJ 


ever sees? Have you attempted to eliminate 
useless reports? 

“Do you still compile statistics which no one 
told you to stop preparing? Does anyone 
make use of those statistics? Do they take 
so long to prepare that they are out-dated 
and meaningless when completed? 

“How are your conferences? Are they really 
productive or are they ‘Yes’ sessions or per- 
haps ‘gripe’ sessions? Is so much time spent 
in conference that no one gets any work 
done? 

“Do you buy office equipment only after 
careful consideration of its need or do you 
allow yourself to be high-pressured into the 
purchase of equipment that actually serves 
to complicate your office procedures? 
“Have you adopted a policy of minimum 
charges? Are you aware that it is often 
more economical to send samples and small 
parts at no charge? 

“Do you check, double-check and _ triple- 
check every last detail and figure? Do you 
pay a price for unnecessary accuracy? Have 
you ever heard of the Law of Averages or 
the Law of Probability? Are you familiar 
with the theory of Management by Recep- 
tion? 


Do these examples simplify work simplifica- 


tion? 


Now to Summarize 


* TO HAVE any appreciable control over costs 


MARGINAL PUNCHED FORMS 


Continuous forms with 1” marginal holes have 
long presented an inadequately solved binding 
problem. Now, for the first time, these forms 
can be bound just as easily and economically as 
any other. 


With CESCO’S NEW “Thin-Post” Binder, addi- 
tional punching is no longer required; for its 1/” 
posts accommodate the very holes used on the 
pin-feed devices. The Dual-Loc Mechanism is 
part of each binder, providing smooth, unfailing 
and secure keyless operation. 
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THE NEW 
YOUR 
AND PROVIDE AN EFFICIENT AND NEATLY 
BOUND FILE FOR ALL CONTINUOUS FORMS. 


BINDER WILL CUT 
SAVE YOUR TIME, 


“THIN-POST" 
PAPER COSTS, 


SEND FOR LITERATURE AND PRICE LIST_TODAY! 


The C. E. SHEPPARD C 


0. 
PIONEERS IN VISIBLE RECORD-KEEPING EQUIPMENT 


L. |. City 1, N.Y. 


44-11 21st Street 


September, 1948 
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Read between the lines, Dad! Your student wants to improve 
his standing at school this year . . . with both teachers and 
classmates! 


So before September rolls around, get him the “back-to- 
school” accessory that will help to bring both better grades 
and the leisure time he needs to develop a well-rounded per- 
sonality . , . the new two-tone Remington DeLuxe Portable! 


When it comes time for that first theme, budding 
scholars find creative thoughts flowing more freely on 
their Remington DeLuxe Portable. What’s more, a 
nation-wide test by eminent educators and psychologists 


ee aa: 


i : 
CRISP, perfectly aligned 
homework—thanks to my 

ington’s exclusive Geared 
Typebar Action! 


BETTER GRADES! home- 
work’s done in a flash... 
time left for us to grow 
socially, too! nails! 
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FINGER-FITTED all-plastic 
keys . . . germ-free... no 
rings to snag and break finger- 


& 
emunglon Kand THE FIRST NAME IN 
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oved that students who use a typewriter earn sub- 
stantially higher grades in subjects varying from Lan- 
guage Usage to Arithmetic Computation. 

Students save enough time to make the grade in extra- 
curricular activities, too! For this sensational portable is fast 
and responsive . . . thanks to famed Remington exclusives 
combined with all the standard typing conveniences. 

So don’t delay—those school-bells will soon be ringing! 
See your nearby Remington Rand Dealer today about a new 
Remington DeLuxe Portable for your boy or girl! 


Sturdy carrying case—at no extra charge — protects 
your student’s Remington DeLuxe when not in use. 
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FLICK! the exclusive Self- 
Starter Paragraph Key instant- 
ly indents 5 spaces at a touch! 


TYPEWRITERS 
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STEEL TRANSFER 
CASES... 


...Can be “Stacked” 
and used as a file | 


Immediate 
Delivery 


Steel transfer cases in 
sizes—as shown—CAN 
BE USED ASA FILE. In- 
terlocking legs to assure 
sturdy stacking. Ideal for 
small offices or vaults. 
Constructed of heavy 
gauge steel to stand up 


for years. High gloss 


olive green baked enam- 


el finish. 


INSIDE DIMENSIONS OF FILES 
Width Height Length Packed 


No. 5 Letter Size ........ 127g x 1034 x 24 | With or without rollers 
No, 6 Legal Size ........ 15g x 103% x 24 | With or without rollers 
No. I! Voucher Size...... 8/2 x 53%4 x 24 3 On Guides Only 
No. 12 Invoice Size ...... 10 x 8 x24 3 On Guides Only 
No. 14 Check Size ....... 9 x 33% x24 3 On Guides Only 


No. 5B Letter Base 
No. 6B Legal Base 


Write for Literature 
on other sizes 


INTERNATIONAL MFG. CO. 


2511-31 WEST 18TH ST. CHICAGO 8, ILLINOIS 
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OFFICE MANAGEMENT 


| of office operation with increased salaries, sup- 


production methods. 
_ paid to the maintenance costs because it affects 
' our operating costs with lower production. Lack 


plies, equipment, and rents it is necessary today 
to have the functions of office management clearly 
defined and under the control of one division. 
Measurement of office production can then be 


uniformly determined and compared with costs 


of the manufactured product and sales effort. 
If office management is to make the strides fac- 


tory management has made over the past few 
| years, it is necessary to attack the problem in 
- much the same manner. Management has taken a 
_ sympathetic attitude toward cost reduction by im- 


proving production methods, but has permitted 


| office costs to go to seed because it has no appre- 


ciable method of comparison. Competition among 
office workers today is much more keen than in 
former years and if we are to keep costs within 


_a certain limit our office methods must be simpli- 


fied in order to keep pace with strides made in 
Attention will have to be 


of a maintenance program causes scrap in just 
the same manner as a poorly maintained lathe 


| or other mechanical device used in manufacture 
| of the finished product. 


More People 


Most often the departments which have not as 
yet experienced a centralized control are reluctant 


| to give up those responsibilities over which they 


have exercised control for years. It has been the 


usual custom for department heads to cry for 
more personnel the minute they discover their of- 


fice personnel cannot keep abreast of the work- 
load. Without taking time to find out the whys 


_ and wherefore of such lags they seem to think the 
_ answer lies in more people. The cause may be 
_a combination of elements—lack of uniformity 
in output, antiquated machines, absenteeism, tar- 
' diness, poor environment causing fatigue, radi- 


cal troublemaker in their midst, unfair recogni- 
tion of ability, and intentional slowdown, or 
methods so cumbersome and monotonous as to 
require simplification. 

Without a unified effort in studying these dis- 
turbing factors, how can top management expect 


improvement? The department heads responsible 

_are too busy to study the cause, yet they put up 

_with the effect and slough it off as a necessary 
evil. 


Management usually holds each department 
head responsible for these results and is reluctant 
to take away any part of his authority in connec- 


_tion with his responsibility, yet it always has 4 


tendency to cause a lack of uniformity in office 


_ practices, salary, and recognition of ability. 


In situations such as these it places the person 


_ responsible for office operation in the same posi- 
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' tion as a diplomat. He wheedles and cajoles, 
strains and pulls, but if a department head had 


the personality of a czar it gains the office man- 
ager nothing. Cooperation of top management is 
the first step in our program if we are to be 
successful in a work simplification program to 
reduce and control office costs. 


For Sale to Top Management 


It is your responsibility to sell and resell the 
value of such a program to your top management 


in an attempt to awaken in them— 


First, the importance of the office to the activi- 
ties of the business; and 

Second, the present high cost of office opera- 
tions with suggested improvement for reducing 
them; through 

Third, unified control and methods for work 
measurement; which lead to 

Fourth, better and more efficient operation, im- 
proved environment, better morale through fair 
' recognition of capabilities. 

We have heard many office managers complain 

about the type of employee they must hire today 
_—ill-suited, ill-prepared, and disinterested in 
everything they do, but intensely interested in 
how much they receive. So, we must not only fur- 
ther their education but prepare them to a given 
| job quickly, correctly and conscientiously. With 
a larger number of office workers required to 
| perform only a small increase in work load, to- 
| gether with higher salaries being paid for lower 
production, in addition to payment for overtime, 
_plus higher cost of supplies and equipment, the 
_ office manager’s outlook for the future cannot be 
| optimistic but should be courageous. 
If we are to lower our office costs we must 
_change attitudes primarily, and in doing this we 
must better working condition. We must have a 
plan of work simplification and elimination of 
unnecessary activities. 

Each department operating as a separate unit 

and an entity unto itself affords an excellent op- 
' portunity for top management to permit haphaz- 
ard procedures and methods. Unified control and 
| supervision have already produced sizable savings 
in many companies of international reputation. 

Those individuals specially trained in production 

methods do not have the necessary time to devote 

to office methods, consequently those trained spe- 
cifically in office methods have a distinct advar- 

tage in coordinating office functions crossing 
_ organization lines. 

If we simplify our methods, remove the drudg- 
ery of routine work, improve the work area, and 
cater to the personal characteristics of our of- 

fices, we create a better morale; if we have a fail 
| method of determining workload and recognize 
ability according to these measurements—our 
. offices will become more efficient. 
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Omooth Fil ng Ahead | 


STEEL AGE FILES— 
precision-built for effortless operation 


and long life 


You'd never think such sturdy, rugged files could operate 
with such feather-touch ease. Yet, the precision construc- 
tion of STEEL AGE files gives you smooth, effortless 
drawer operation that makes filing a pleasure. Even when 
loaded to capacity, the ball bearing, full suspension drawers 
glide out at a touch. Add to this jewel-like action, STEEL 


AGE'’S positive locking compressors. welded. super-rigid 
construction and baked-on wear-resisting finish and you 
have the reason why STEEL AGE files are first choice for 
year-after-year service and quality that means economy 
in the long run. Buy STEEL AGE and you buy the best in 
steel office furniture! 
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THEY’RE STREAMLINED IN ALL METAL 


The new Bostons are handsomer—and more rugged with 
all-metal construction for longer life. Let Bostons keep the 
office “‘sharp”’ and modern. 


BOSTON KS 


...gives you more of everything desirable in a pencil sharp- 
ener, plus new flowing graceful lines and added strength of 
all-metal. BOSTON Speed Cutters (15 cutting edges). Guide 
permits 8 sizes of pencils. Specify BOSTON KS. 


BOSTON Self-feeder No. 4 looks mighty smart in this new 
exterior. This model will save pencil bills by centering pencils 
accurately, thus preventing waste. Feeds automatically— 
contains famous BOSTON Speed Cutters—giving 25% more 
cutting edges. Specify BOSTON Self Feeder No. 4. 


ORDER TODAY—MODERN LINE OF PENCIL SHARPENERS 
C. HOWARD HUNT PEN CO., CAMDEN, N. J. 


Also Manufacturers of Speedball Pens and Products—Hunt Pens 
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THEM OVER 


‘Male and Female" 


(From page 29) 


step up for me. This woman was a real go-getter; 
she was also a charmer of men—she liked them 
and they liked her. She was a gay one, as they 
said in those days. In spite of her sexy leanings, 
she was wholesomely efficient in her job and above 
petty jealousies where the work was concerned. 
She, too, recognized my abilities and brought me 
to the attention of the president of the company, 
so that when he needed a secretary I got the job. 
That may sound like a fairy tale to all these op- 
ponents of the woman boss you’ve been telling me 
about. Do they think that she did it to make her- 
self solid with the president—to insinuate herself 
into his good graces? The inevitable ego? Well, 
10 percent of it might have gone to her self- 
advancement. The other 90 percent belongs on 
her credit side, since by losing me she had to con- 
tent herself with a second-rater. which meant 
more of her own valuable self-promoting time 
spent on detail. This again refutes the cry that 
women bosses are loth to promote other women. 
Boss No. 2 takes her place on the plus side of 
the ledger. 


Make My Boss a Man 

“As you may have surmised, the president of 
the company was a man. So now we have a 
chance to discover why ‘make my boss a man’ has 
been the prayer of so many. He was a good boss. 
He was kind and considerate about the major 
things. He forgot or anyway disregarded the 
fact that I was a female and he a male. Sex never 
made itself felt in the atmosphere. But he ex- 
pected me to be psychic to the wth degree. I sat 
back of him with only a small floor space between. 
(Office space was scarce then, too.) Suddenly. 
right before my face I would become aware of a 
hand stretched out, palm up! Startled, my brain 
would work rapidly. If I didn’t know pronto just 
what that hand meant—a sharp pencil, a_ piece 
of paper, a life-saver or even a match—this man- 
boss was in a sea of bewilderment. 

“*Miss O’Tare, are you there?’ he would mur- 
mur, never lifting his eyes from their rapid scan- 
ning of the sheet in front of him. 

“This happened many, many times a day. As 
a woman, I should not of course have had the sta- 
bility of nervous system to withstand such doings, 
and this refutes that statement too! For. besides 
all this, he had a trick of starting to dictate right 
out of the blue. The words would come tumbling 
towards me—I’d have to grab my pencil and jot 
down whatever I could catch of the sentences 
flying through the air. In the language of today 
—atomic pressure. Had this man been disguised 
as a woman the cry would have been ‘just like 4 
woman—unréasonable, demanding, no sense of 
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Do YOU know why this machine 
has the Greatest Appeal? 


Super-Smooth Operation 


Individual Impression control 


To: Rectify an error 
Make additional copies of any 

one number. 
Obtain a greater number of 
movements than 14. 


Quick Action Change 


Merely press down to change your 
eld settling. 


Release to lock your new choice. 


AN 


v, 
"ez 


More Movement 14 


Visual Guide 


To: Check the amount of impres- 


sions made of the number being 
printed. 


most available in a _ standard 
Numbering Machine—Enough for 
today’s requirements, insurance 
against tomorrow's. 


| ROBERTS MODEL 90 
Dial Setting offers more advantages to YOU 
than any other standard machine 
made—at no higher cost. Write 
today for our new Comprehensive 
Catalog showing the complete 
line of Roberts Machines. 


ROBERTS NUMBERING MACHINE CO. 


700 JAMAICA AVE. BROOKLYN 8, N. Y. 
September, 1948 
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Get WRITE on the Job! 


A good-looking letter makes a qood 
impression ... your letter to a prospec- 
tive customer will make the right im- 
pression—if it's a WRITE letter! 


WRITE Typewriter Ribbons produce 
clear, crisp, uniformly sharp letters every 
j time. WRITE Carbon Papers give you 
oa more copies and cleaner carbons from 
every original, and they're easy to han- 


dle. 


WRITE high-quality products are quar- 
anteed for long wear and consistently 
good performance. For economy and 
efficiency, supply your office staff with 
WRITE Typewriter Ribbons and Carbon 
Paper. 


Ask your dealer, or write us today 
for FREE samples and attractive 
prices. 


Immediate Deliveries 


W RITE e 420 Lexington Ave., 
INCORPORATED New York 17, N. Y. 


e 


as Tico 


- FACTORY: Bridgeport, Conn. 


proportion!’ But he was a man boss and as men 
bosses go he was a good one, so we will put Bogs 
No. 3 down on the plus side of the balance sheet.” 

Mentally skimming back through the years, 
sighing with regret tinged with longing, my old 
friend continued: 


“IT see before me now where marriage inter. 
vened. I had a husband. A new kind of boss. Can 
it be that these new-fangled females who rant 
so much about ‘make my boss a man’ actually 
mean ‘a husband’? Aren’t they just releasing 
their own frustrations when they decry the wom- 
an boss? And the men, too, you say? Well, per- 
haps the men’s subconscious selves resent a 
woman having a place in the office when in their 
personal life there is a vacant place in the home! 


“After a few years, adversity drove me out 
into the business world again. This time my boss 
was both a man and a woman. Yes, a man anda 
woman, and what is more, both working for the 
same aim, success in their business. She sat in 
her office, an invaluable and irreplaceable person, 
and he sat in his office, also invaluable and irre. 
placeable. and I sat in between—secretary to 
both. I turned my head to the left and listened 
to what she said, and I turned my head to the 
right and listened to what he said. They were 
both kind, considerate, unselfish, and entirely nor- 
mal. Neither resented the turn of my head from 
right to left at any time. Neither took it out on 
me because of any frustration in one or the other. 
Male and female, Bosses No. 4 and No. 5 both go 
in the credit column of the balance sheet as good 
bosses.” 


A Man Again 


And now my old-time acquaintance rocked a 
bit wildly back and forth in her socially secure 
rocking chair. 


“Had the stock market behaved itself,” she con- 
tinued scathingly, “and the world not floundered 
around in helpless depression, I would have re 
mained with my good male and female bosses. 
But I had to get another job—a man again. If 
I displeased him, he would place his finger o 
the buzzer and when I rushed in, shaking and 
quaking, I would be met with an avalanche of 
flying papers, letters, and folders. ‘Make my 
boss a man?” Had this man been disguised as 4 
woman, the same old cry would have been heari— 
‘that’s a woman for you—no self-control!’ This 
man boss also worked everyone overtime for long. 
long hours—they should be glad they have the 
chance to work for me, he would say. Slave driver 
—on the minus side of the ledger for Boss \° 
6! 


“When I escaped this boss I jumped right ot 
of the frying pan into the fire. This time a wot 
(Turn to page 72) 
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TIME SAVING ¢& 
SALES MAKERS ‘ 


LETTERING GUIDES 


Only C-Thru modern engineering to retail at 


methods turned the trick. So simple $00 


to use that an amateur can operate 

these rigid, yet pliable transparent fora set of 
plastic guides on sight. Complete 6 Guides 

alphabet, signs and numbers on each guide. 
Sizes 1/8”, 3/16”, 1/4”, 5/16”, 3/8”,.1/2". 


Improved with: thicker, c 
plastic, true edges, round 


Made of sturdier plastic. | 
_ off working surfaces eliminate 


ADJUSTABLE TRIA 
inflammable plastic. No pro- 
truding rivets or sharp points. 


A complete line of other quality 
drawing, ruling and computing devices. 
) 


SEND FOR FREE CATALOG 
RULERS + TRIANGLES + MAVIGATIONAL INSTRUMENTS » STENCILS + PROTRACTORS - OTHER DEVICES 


C-THINW Zz 


HARTE ORO] Oo BP. « 
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an. Mrs. Giraffe, I called her to myself. She sat 
in her luxurious office and craned her long neck 
to watch me—hostess in her restaurant—greet, 
soothe flatter, and salaam to the clients. Mrs 
Giraffe. like Boss No. 6, was a slave driver boss. 
No woman could work for her who was mor 
attractive or more appealing to men than she 
was. She never emerged from her comfortable 
| cubby-hole where her greedy eyes watched my 
every move unless some exceptionally attractive 
rich male came in, when she would sidle forth, to 
| bask in the pleasure of serving him personally, 
If I appeared to be talking too long with a male 
, guest instead of rushing around inspecting tables 
and so forth, her ring-bedecked fingers would 
rap-rap on the glass partition and, the long finger 
_beckoning, she would summon me and assign me 
to the old gentleman in the corner or the family 
couple with the children. When the restaurant 
was closed. I pounded the typewriter for her— 
‘she saw to that! Sexy and _ slave-driver—Boss 
No. 7. 


The Sexy Type 


“Helplessly tossed about on the sea of life, | 
again chose a man for my boss. If he had been 
disguised as a woman, and as a woman had played 
‘up to the men as he did to the girls. all woman- 
hood-in-business would have been branded as 
sexy and as bringing her frustrations into busi- 
ness as a medium of release. For this man had 
week-end-itis. He needed relaxation over the 
week-ends, in order to continue the ego-pushing 
work of the week. Not being sexy myself, al- 
though a woman, I was not favorably inclined 
toward week-end trips with my boss. Sexy—on 
the minus side of the sheet for Boss No. 8! 

“By this time I was really desperate in seek- 
ing a good boss. I plunged recklessly into a whirl 
of work, work, work. You work, I reap, was 
the method of this new woman boss. She called 
_me ‘dearie’ or ‘honey chile.’ With sweet words 
she beguiled me into working many hours after 
‘closing time. Appearing late in the morning. 
the day was never long enough to finish anything. 
for of course it was necessary for her to promote 
her business contacts by extended lunch hours. 
From 5 to 6. she would dictate; from 6 to 7:3! 
'she would be out to dinner, returning around & 
to read the manuscripts or sign the letters which 
I had gone without dinner to prepare for her. 
She was an important person—and much of he? 
‘importance derived from ideas she gleaned from 
me, but which she claimed as her own. ‘Fix " 
up, dearie,’ she would say. Halt this been a ma! 
boss, it would doubtless have been excused as # 
masculine trait—surely a man can benefit from 
the ideas his secretary has? But this particulat 
gleaner was a woman. Slave-driver and selfish, J 
/we add Boss No. 9 to the minus column. 
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PAPER-WRAPPED PENCILS 
PAPER-WRAPPED ERASERS 


for every purpose — on any surface 


Blaisdell CHINA MARKERS 

Skillfully prepared wax crayons ideal for 
clean, clear marking on any slick surface 
... china, glass, porcelain. Hundreds of 
uses in the office, store, home and 
industrial plant. Made in 13 colors. 


Blaisdell METAL MARKERS 

For making clear, durable marks on all 
metal surfaces in hardware stores, mill 
supply houses, factories, machine shops, 
etc. Made with both thick and thin 
diameter Black lead. 


‘ 
Blaisdell ‘LABORATORY’ MARKERS 
Specially compounded, heat-resisting 
leads that will not run at temperatures 
up to 300 degrees centigrade. Ideal for 
marking laboratory containers and 
apparatus. Made in 4 brilliant colors. 


Blaisdell “BIG BLACK” Thick Lead Pencil 


“LAY-OUT” Extra Thick Black Lead 
Used widely in the printing and 
publishing fields by editorial workers. 
Bold utility pencils for the graphic and 
scholastic arts. 


Blaisdell CHARCOAL PENCILS 
Prepared with selected charcoal, finely 
ground and free from all grit and 
impurities. Highly compacted, uniformly 
smooth, no harsh or crumbly spots, no 
twisted grain or knots. The choice of 
artists, illustrators and layout men. Made 
in 4 degrees of hardness. 


saa 


Blaisdell “CELLOPHANE” MARKERS 
Designed and approved for clear, 
brilliant marking on cellophane wraps, 
bags and package windows. Widely used 
for price marking in grocery, drug, gift 
and department stores. Made in 9 colors. 


Blaisdell “PLASTIX” MARKERS 

The marker that meets a hundred needs 
wherever plastic products are made or 
sold. Markings are bold, brilliant, 
water-proof, and remain clean under 
handling. Made in 7 colors. 


Blaisdell SKIN MARKERS 

Meets the needs of physician and surgeon. 
Marks vividly on the skin, is tenacious 
and non-irritating. Easy to remove. 


Made in blue, red, and black. 
Blaisdell “NICK & PULL” 151-T LINE 


Highest quality colored pencils of 
standard diameter. Colors are brilliant, 
deep and accurate. Leads take sharp, 
long-lasting points. The ideal colored 
pencil for all artists... for stock and 
production control and for maps, charts 
and checking. Made in 22 uniform, 
distinctive colors. 


Blaisdell *KLENZO ERASERS 
#533-T without Brush - +534-T with Brush 


Full length, paper wrapped erasers for 
ink and typewriter use. Erase single 
letters without using a shield. The 


stenographers’ standby! and layout men. 


Blaisdell*NEW WAY ERASER +536-T 


A special, soft, self-cleaning 
eraser for all pencil erasures, 
drawings and tracings. A real 
convenience for draftsmen, artists 


BLAISDELLS ARE BEST BECAUSE — 


@ Leads are scientifically designed for specific uses. 
@ Colors are true, clear, brilliant. 


@ Marks are permanent, yet easily removed with a damp cloth. 


@ They’re always fresh—the special process by which 
pencils are encased in paper, sea/s in the ingredients, 


prevents oxidation. 


@ Pointing is quicker, easier — just nick with string 
and pull the paper ! 


; z ‘ = 


ACTUAL SIZE ACTUAL SIZE ACTUAL SIZE = \ 


6%,"’ 8%,’ 6%," 


* Reg. U. S. Pat. Off. 


Triyg 


LLatis0e/ PENCIL COMPANY—Established 1893—141 Berkley Street, Philadelphia 44, Pa. 
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+. the Sengbusch HP-6 Handi-pen has the utility 
and appearance that please both hard-boiled 
office managers and demanding executives. 


It appeals to busy executives—Smart and dignified HP-6 
Handi-pens make a big impression on all who see them. 
In addition to good looks, they offer smooth, efficient 
instantaneous writing service. 


Ideal for the entire office force—These efficient desk 
sets, with their effortless writing, save time and eliminate 
disturbing annoyances such as constant refilling, clogging, 
flooding. They are reasonably priced and find a sizeable 
market among quantity buyers. 


Has famous “Capillary Action” inking principle—The 
HP-6 holds 6-months’ supply of ink. Thanks to the 
scientific Sengbusch method of inking, there is no ink 
deterioration or waste; the last drop of ink in the con: 
tainer is as fresh as the first. 


For increased efficiency in your office, standardize on 
Sengbusch Handi-pen—the writing champion. Place your 
orders now. Write for circular P-47. 


Sengbusch Self-Closing Inkstand Co. 


198 Sengbusch Building Milwaukee 3, Wisconsin 


in gold of stiver, 
With copper or 


Spd guamein! HP-6 
| set 
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“Boss No. 10 was again masculine. But this 
time I struck it rich and lucky. He wasn’t a 
slave-driver, he didn’t throw things at me, he 
didn’t have week-end-itis, he didn’t expect me 
to be psychic. He was all the things anyone could 
want a boss to be. If all men bosses were as this 
man boss was, I would have joined in to sing 
‘make my boss a man.’ On the plus side of the 
sheet for Boss No. 10. 

“Strange to say, my last boss is less vivid iy 
my mind but certain things do stand out. He 
was very intellectual. He was the last word in 
his field. He took extreme care of himself, but 
he spared no one except himself. Had he beep 
disguised as a woman, he would indeed have satis. 
fied the woman-hooters. He had a singleness of 
purpose—his own ego. To him I was merely an 
automatic hand which held a pencil and took down 
the golden nuggets which emerged from his brain 
and advanced him further toward fame and glory. 
In his care of himself, he had milk served him 
every afternoon. He sipped and spoke, sipped 
and spoke, while my automatic hand wrote and 
wrote. Not once did he offer me a sip of mik. 
The milk appeared for him alone. Are woma 
inferior physically to men? This is a living ex. 
ample to the contrary. This man boss drew his 
strength from the helpless people working for 
him. When he stepped into the office, all stopped, 
breathless, waiting for him to speak. Slave 
driver and selfish, Boss No. 11 is on the minus 
side.” 

And so, we leave my old-timer securely resting 
in her rocking chair and draw up the Balane 
Sheet of Bosses. Women bosses have been at- 
cused of being slave-drivers, of being selfish and 
self-centered, and of being sexy. The balance 
sheet of thirty years of bosses which my old-timer 
described to me, shows up the fallacy of this 
thinking about women bosses. A woman bos 
can be a bad boss or a good boss; a man boss cal 
be a bad boss or a good boss. It’s all in the 
individual! 

The Balance Sheet 
MINUS 
Slave Driver 
Male No.6, 11 


Selfish Sexy 
No.11 No.8 Total 


Female No.7, 9 No. 9 No.7 Total— 
PLUS 
Good 
Male No. 3, 5, 10 Total—3 
Female No.1, 2, 4 Total—3 


Male or Female, let my boss be a decent indivi 


/ 
‘ 


ual ! 
Goodyear Appoints Weeden 

Appointment of Kenneth L. Weeden, formerly of But 
ler, N. J., to the staff of the Builders’ Supply and Floom 
Department, The Goodyear Tire and Rubber Company, i 


Mt 
tl 


been announced by A. W. Biggs, department manager. it 
raft 


Weeden, who will headquarter in Akron, will concet 


his efforts on the company’s new vinyl flooring prog aN ¢ 


Biggs said. 
September, 14 
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in Machines ? Hal 
eli mest Hafes 
‘ote and 
of milk. WHEN YOU are told that bankers prefer Ace 
womell Stapling Machines and Staples it is one of the finest compli- 
ving &- ments this well-known line of stapling equipment could re- 
lrew his ceive. And, if you were to check offices, factories, schools, 
king for shops, homes and professional men you would get the same 
— FIG. 1 shows a cross section of an ALL-ROUND enthusiastic endorsement. 
. ee ee wie. Bee conn ety Co Caw Gai poe Bankers have found, from long experience, that the successful 
he minus cision made, accurately drawn-to-size steel wire. ‘ oe ° . . 
operation of a precision built stapling machine, such as Ace 
- has always produced, depends as much on the quality of the 
Yo staples used as it does on the machine itself. It is poor economy 
bese @ to jeopardize the smooth, efficient operation of an Ace Stapler 
ads ai by using poor grade staples. 
e_ balance Every Ace Machine and every Ace Staple is produced with a 
old-timer degree of skill unapproached in the stapling industry giving 
y of this these products those fine qualities so greatly appreciated by all 
yman bos who use them. 
n boss cal 
all in th ACE PILOT 
Precision built by skilled 
workmen. Staples and 
. pins. 
Total] FG. 2 shows the ALL-ROUND steel wire ofter 
Total—- being treated by the Ace Process. This gives max- ACELINER - ACE STAPLE REMOVER 
imum strength on the outer edge where it is needed a resi 2 gee \ a Snaps out clinched sta- 
aples, pins, tacks an . 4 
—_ neal ioalen. ied niin 
tal—3 
tal—3 
cent indivi A a 
-merly of Be 
y and Flootit 
Company, if es 
ager. , : . - 
Wife, SE FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 
yoring prog 


NCANADA e ACE FASTENER (CANADA) LTD., 504 ST. LAWRENCE BLVD., MONTREAL 
eptember, pomaee, Dees 
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WANTS THE el 


* 


BEV-ETTE 


THE 
Personal 


Refrigerator 
FOR 


Office 
OR 


Game Room 


7 
— 


. tore 


Smartly styled and finished in executive 
brown to harmonize with the finest office or 
home furniture, the BEV-ETTE is a full size 3!/, 
cubic foot refrigerator. Ample ice cube 
capacity. Designed to accommodate stand- 
ing bottles, large or small, plenty of snacks, 
etc. Can Be Locked. 


Advertised Consumer Price 


$209.50 f.o.b. Lima 


WRITE FOR INFORMATION TODAY | 


“MANUFACTURING CORPORATION 


326 KIBBY STREET LIMA, OHIO, U.S.A. 


[_] Please send literature on the 


Artkraft* BEV-ETTE. 


np, A 
ASC=s3 ____. 


QUALITY PRODUCTS FOR OVER A QUARTER CENTURY 
* Trademark Reg. U.S. Pat. Off. 
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area namely, the discount privilege. 


' lishments, and as such can be considered as a su 
| stantial addition to retail clerical wages. 


_ large number of clerical personnel. on the whol 


_ jurisdiction often exercised by New York office 
' over regional sales and administrative branche 
of the company located throughout the nation. 


| Among the various factors which contribute® 
this situation, additional benefits or services maj 


clerical occupations which have been included # 
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White Collar Wages 


(From page 34) 


It is the opinion of this analyst that the abg 
degree of resemblance to an occupational pattem 
(if only on a limited number of clerical jobs), ang 
the apparent wage leadership commanded by 
Central & Administrative Office group constitu 
two salient factors that should be linked togethg 
in order to help understand the manner in whig 
this industry group is affected by the market fy 
clerical labor as a whole. It is the further opinig 
of this analyst that the unique position held jy 
Central & Administrative Offices in these two mm 
spects may be influenced by the fact that thig 
group generally may emphasize job analysis § 
a greater extent than any of the other industy 
groups asa whole. Furthermore, such an interes 
in the subject of personnel and occupational ay 
alysis would appear to be logical in view of th 


Retail Trade 


It may be of particular significance that based 
of some key jobs as compared to area-wide rm 
partment of Labor, this, on the whole, appears ta 
be the industry group with the lowest level @ 
clerical salaries for female occupation. In th 
opinion of this analyst there is one importali 
factor among others that would tend to inflt 
ence this position of retail trade with referent 
to the other industry segments in the New Yor 
This is 4 
typical feature of retail trade not shared by aij 
other industry group—a privilege which is praqj 
tically universal among employees of retail estalj 


Finance, Insurance, & Real Estate 
This industry group, which employs a relative 


appears to occupy the position of second lowe 
industry group with respect to relative salany 
scales on a series of 22 female clerical Jom 


be granted in this industry group that exe 
general personnel practices in other industif 
groups. 

There are several respects in which this iM 
dustry group presents a basic departure from 
area-wide pattern, based on a series of fem 


the chart. First, other than the rank similar 2 
of some key jobs as compared to area-wide . 
lationships, the differences in earnings paid | 


September, 
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‘ 


Economy SPEED-Otore, ee 
| EL STENCIL FILE CABINET 


SPEED-O-PRINT CORPORATION + 161 E. GRAND AVE. + CHICAGD 11, ILLINOIS 
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Ea PACKAGE 


REIKI 
DuPLis TICKERS 


used when DUPLICATE 


addressing is oh fiers 


Te ge 


¢ 
i 


uateaidbocs will simplify your Direct Mail 
addressing because you can make as many as 


© 4 duplicate addresses on a typewriter 


© 10 to 15 on a gelatin duplicating 
machine 


@ 50 or more on a liquid duplicating 
machine 


and all with just ONE TYPING 


Can you figure out how you can cut 
your addressing costs any easier? 
Order from your stationer, or if you 
wish, try "em before you buy ‘em. 
Just clip and mail 
coupon below. 


Regular package 
825 labels—only 50¢ 


“the name to stick with” 


To: EUREKA SPECIALTY PRINTING COMPANY 
Stationery Division, Dept OE 
Scranton, Po. 


Please send me a free sample package of Eureka 
Duplistickers. 


Nome 
Address 


City State 
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tween some of the key jobs* plotted in the chart 
for this industry group appear to have been dis- 
torted far out of their true proportion to area- 
wide relationships. Second, this appears to be 
the sole industry group in which Clerks, Payroll, 
as an occupational group, is considered to have a 
market value, measured in terms of weekly earn- 
ings, above that of Bookkeepers, Hand. The 
unique emphasis placed on the job of Clerks, Pay- 
roll by this industry group may have been influ- 
enced by the confidential nature of payroll work 
performed as well as by the length of service of 
employees found in this clerical occupation. 


| Transportation, Communication & Other Public Utilities 


This industry group appears on the over-all 
to be the second ranking industry group from the 
point of view of white collar weekly earnings 
based on a series of 18 jobs selected for a wage 

| survey by the U. S. Department of Labor. 


Radical Departure 


It should be noted that radical departure from 
the general relationship pattern appears to char- 
_ acterize this particular industry group. Whereas 
_in all other industry groups, Typists, B appear 
_ to receive salaries consistently lower than Clerk- 
Typists, in the case of Transportation, Communi- 
cation & Other Public Utilities group this rela- 
_tionship has been reversed. Similarly, while 
salaries for Stenographers, General exceed those 
of Clerks, Accounting in 5 of the 7 industry 
_ groups, in the Transportation, Communication & 
| Other Public Utilities group this type of relation- 
_ship appears to have been once again reversed. 
_ Furthermore, the advance position of Clerks, 

File A in this industry group as second ranking 

job after Bookkeepers, Hand is completely out of 

line with the salary relationship that this job 
| appears to bear with comparable jobs in the other 
| industry groups. 


* These jobs are: Clerks, File, B; Typists. B; Clerk-Typ- 
| ists; Clerks, Accounting, and Stenographers, General. 


Filing Association Reconvenes 


Members of the Filing Association of New York, 
with headquarters at 299 Madison Ave., this month cele- 
brated the organization’s 28th year of activity at their open- 
ing meeting of the season at the Hotel New Yorker. 

Officers and directors for 1948 are Anne McDonald, presi- 
dent; Ethel Carew, 1st vice-president; Margaret L. Hudson, 
| 2nd vice-president; Violet Campbell, recording secretary; 
| Margaret Stainkamp, corresponding secretary, and Jean 

Bruce, treasurer. Directors are Helen Golden, Elizabeth 
. Kendrick, Carolyn Lincoln, Catharine Shear, and Dorothy 
Smith. 

' The association meets every month. 
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One of a series of messages to help you increase your understanding of business paper advertising, and its effect on your business. 


Why you and your 
advertising manager 


are partners 


_ WHERE YOU SIT, advertising may look like 
the “glamour department” of your company — 
necessary, of course, but pretty far removed from 
the hard-headed realities of the production line. 


But take a closer look. In one respect, the adver- 
tising manager’s job bears a striking resemblance to 
your own. 


You’re production-minded. You're concerned with 
anything that will improve plant procedures, speed 
up assembly time, prevent waste, and reduce the 
manufacturing cost per unit. 


And that is precisely where you walk arm-in-arm 


with your advertising manager. Because he thinks 
the same way about the manufacture of a sale. 


The whole process of selling and distribution are 
his assembly line. And every time he can reduce the 
unit cost of a sale by so much as a few cents, he 
increases your company’s chance to show a profit. 


Ask him for a definition of advertising, and he will 
probably tell you that it is simply mechanized selling, 
a machine that multiplies the productive capacity of 
the sales force — seeking out prospects, arousing their 
interest, creating a preference for the things your 
company makes. 


And when it is concentrated among the hand- 
picked readers of business papers, advertising becomes 
the most efficient machine this partner of yours has 
found for lowering the cost of producing a sale. 


What are the ten ways to measure the results of your business paper 
advertising? You'll find the answers in a recent ABP folder, which we'll 
be glad to send you on request. Also, if you'd like reprints of this adver- 
tisement (or the entire series) to show to others in your organization, you 


may have them for the asking, 


Office Management and Equipment 


is one of the 129 members of The Associated Business Papers, 
whose chief purpose is to maintain the highest standards of editorial 


helpfulness—for the benefit of reader and advertiser alike. 


September, 1948 =~ 


OFFICE MANAGEMENT AND EQUIPMENT 79 


a , ae, — — — + eRe es oc ee i lll Z , 
‘hart 

dis- ee 
Area- 
(0 be 
yroll, 
ave a ‘ 
eParn- 

The 

Pay- 

influ- 
work 
ice of 
a 

ee 

| 
few York, es 
onth cele- 
heir open- 
er. 
_— 7) 

secretary; <¥ 3) 

ean ~ off 

‘inte YS 
\d_ Dorothy TEE 
mber, 10 a 
a . = S| ee eS > | ; So 
: ae | ee = fo, =e ee ae t oe) ic ae a... + | Oe 


Os 
* Fcc 
wv fh 
a 
“Te by 
~ 
(z 
S A 
g) : 
. ZN 
c 
as 
U 
Om py 
wy «fi 
S 
) my Fs < 
¢ sige 
g 
e4 = t 
My 2 s.. 
: a 
=z. 
iJ 
. s 
s J TW 
3 cy ‘= 
‘, 7 Gaus 
“eee f . ~ a 


INCREASE YOUR OFFICE 
EFFICIENCY BY USING 
NATIONAL 


NATIONAL GIVES REAL 
SERVICE AND 
COOPERATION 


We shall be pleased to 
quote you 


NATIONAL PENCIL COMPAN 


SHELBYVILLE TENN. 
220 FIFTH AVE. * NEW YORK NY. 


| New Photo Copying Paper Ready 


General Photo Products Co., 15 Summit Ave., Chatham, 
N. J., has announced the availability of its new 80 gram 


' luster contact and reflex paper for all makes of photo copy- 


ing equipment. This new paper, it is claimed, produces mid- 
night black on sparkling white and will prove to be of 
particular value to those reproducing art work, drawings 
and photographs. The paper base used is of finest quality, 
thus assuring the user that it will lie absolutely flat and 
will last indefinitely despite continual handling. Results wil] 
always be uniform because of the rigid inspection made. 
The paper may be had in any required size. Other uses 
for the paper include reproduction of office and engineering 
forms, letters, documents, contracts —anything of which 
| sharp, accurate copies are needed. 


| Facts About Termites 
(From page 12) 

In the case of buildings, it is true that infestation can go 
on and damage be done over a long period before discovery. 
In the colder areas, it is rare to find termite damage that 
seriously affects a building structurally before infestation 
is discovered. As termite damage is concealed, it more fre- 
quently develops that all that is necessary is to cut off the 
termites from their earth contact and little or no repairs 

| are required. 

Control of termites and termite damage is a comparatively 
simple matter, and if provided for in the construction of the 

| building, or taken at an early stage in the infestation, it 
should not be expensive. Usually, if he so desires and 
| chemical treatment is used, the work can be done by the 
| owner or tenant or his maintenance men. The primary 
| requisite is that the work, be it treating or reconstruction, 
| be done correctly and well; a sloppy or indifferent job usu- 
' ally is of little value. Improper construction is the basic 
' reason why termites can and do damage buildings. In areas 
where termite infestation and damage is or has been prev- 
alent and intensive, protection should be built into the build- 
ing. But unless such condition exists, special attention is not 
necessary. For example: it would be hysterical and absurd 
to recommend, because termites have been found in Buffalo, 
| that property owners put on a campaign of investigation 
The article further infers that only structures (or equip- 
| ment) built of wood are vulnerable. This is entirely errone- 
_ ous. All types of buildings of all kinds of materials have 
_ been attacked by termites. In Baltimore in one of the 
largest electrical manufacturing plants, termites gained en- 
| try through a joint between the concrete floor (on the 
ground) and the base of a heavy steel column, and built 
tubing upwards in a corner of the column web to a height 


| 


| of 54 feet to reach a food supply. In Ft. Worth, Texas, in 
' one of the city’s largest bank and office buildings, termites 
from the rock under the adjacent asphalt street paving 
gained entry to the basement through a settlement crack in 
the concrete retaining wall, and ate their passageway for 
some 25 feet or more through the battleship linoleum floor- 
. ing (on the basement floor) to a battery of metal cases where 
| they did great damage to filed real estate records; they also 
continued on to one of the building columns and built to an 
upper floor inside of the column fire-proofing. The “cure” 
in both cases was to treat the entry crevices with suitable 
soil poisons and then plug them with Portland cement grout. 
We are enclosing a copy of our bulletin “Exposing the 
Termite.” While directed primarily at control of termite 
| damage in dwellings, the principles and methods given ap- 
ply also to any structure. We will be glad to supply any- 
one with copies on request. 
W. H. Scares, Architectural Engineer, 
National Lumber Manufacturers Ass0c., 
Washington, D. C. 
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OFFICE EQUIPMENT DISPLAY 


STEVENS HOTEL 


January 31 (Executives’ Day), noon to 10 p. m. 
February 1 and 2, 10 a. m. to 10 p. m. 


You'll see the newest developments in all types of office equipment and devices pro- 4 
duced by the country’s leading manufacturers for the simplification and greater 
efficiency of all office procedures. REPRE BOG acest. Tees | 

More than 30,000 key personnel saw and acclaimed this interesting and informa- 


tive show last year. Admission by ticket only. There are 35,000 square feet of | 
exhibit space. 


Apply NOW for your Exhibit Space. Last year many were disappointed, due to late applications. : 
Assure yourself of the space you want by applying now to H. M. Dickhut, Office Management 
Association of Chicago, 105 W. Madison St. c 


OFFICE MANAGEMENT ASSOCIATION OF CHICAGO 


Built for Fine Modern 
Installations .. . 


by “Taylor 


A decorative modern chair for relaxing in the modern way. 
Designed for executive comfort and guest seating. Lounge 
chair comfort—fits guest chair space. Smartly modern. Deep 
soft spring edge seat and spring filled back. 


The Taylor line is complete. Full line of other Taylor Com- 
fortable-Posture Chairs for every office duty. Other lines in 
full range of models and pricng in All-Wood Bank of 
England and Commercial Flat Back. Also Turned 


r\ Leg and Modern Chairs. Upholstered Models. Special “ ™m 
finishes to match any new desk colors, wood or steel, 
THE TAYLOR CHAIR COMPANY PRS awinvicnnicn 


Bedford, Ohio 


Please send to me, illustrated folder of Taylor Comfortable 
Chairs, prices and where | may obtain. 


is 4 BN 2 cineca seeginiatp gna 
TheTaylor Chair Company [7s 
‘ 4 acl | |) oa ££ City we. State ; 
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TSSuRES 
YOU INCREASED 
SERVICE AND VALUE 


CARBON PAPERS 


~ TYPEWRITER CARBON BILLING CARBONS F 
_ FAN-FOLD CARBON PENCIL CARBONS 
_ CARBON JACKETS. cts ROLLS . " 


S 


TYPEWRITER RIBBONS TABULATING RIBBONS 


oe 


Addressograph RIBBONS ~TIME STAMP RIBBONS 


Bookkeeping Mach. Ribbons ADDING Mach. ia 


HECTOGRAPH SUPPLIES 


HECTOGRAPH CARBONS MASTER UNITS 
HECTOGRAPH RIBBONS DUPLICATING FLUID — 
Hand Cleansing CREAM — PENCILS 


Codlo-nec CORP. 


529 So. Franklin St. 401 Wood St. 270 Latayette 
Chicago 7, II!. Pittsburgh 22, Pa. New York 12, N 
Factory: Coraopolis, Pa. ; 


COMING EVENTS 


American Management Association September 23rd-24th 
Personnel Conference 
Pennsylvania Hotel, New York 


Controllers Institute of America October |0th-13+h 
17th Annual National Meeting of Controllers 
and Financial Officer 
Commodore Hot el, New York 


National Institute of Governmental Purchasing October | 8th-20th 
3rd Annual Conference 
Bellevue-Stratford Hotel, Philadelphia 


National Office Management Association October 17th-20th 
outhern Regional Conference 
Office Equipment Exposition 
Jung Hotel, New Orleans 


National Business Show October 25th-30th 
Grand Central Palace, N. Y. 


American Management Association Oétober 26th-27th 
Office Management Conference 
Pennsylvania Hotel, New York 
National Office Management Association November 9th-I Ith 
2nd Annual Business Equipment Exhibition 
Valencia Ballroom, York, Pa. 
Office Management Association of Chicago 
January 3lst-Feb. 2nd, 1949 
10th Annual Office Equipment Display and Seminar 
Stevens Hotel, Chicago 


Sweeney Appointed by McBee Company 
Ralph E. Sweeney has been appointed manager of the 
Chicago office of the McBee Co., manufacturers of special 
accounting methods and equipment, according to an an- 
nouncement by H. C. Davis, vice-president in charge of 
sales. Mr. Sweeney replaces E. R. Freed, whose appoint- 
ment as Pacific Coast divisional manager was _ previously 
announced. 
Sweeny joined McBee in 1944 in the Chicago territory. 
He was made assistant manager in 1947 and occupied that 
position until his recent promotion. Sweeney was for 15 


| years with the Andrew Jergens Company of Cincinnati. He 


was assistant controller of that organization when he be- 
came associated with McBee. 


_ Six Months’ Report from Burroughs 


The Burroughs Adding Machine Co., Detroit, recently 
released a financial report covering the period of the first 
six months of 1948. 

Total income from sales and services activities of the com- 


| pany and its subsidiaries during the period was $50,099,740. 


as compared with $30,898,528 for the same period last year. 
Consolidated net earnings were $6,604,781, as compared with 
$2,657,382 for the corresponding period of 1947. Of these earn- 


| ings, $1,024,869 were those of foreign subsidiaries as com- 
| pared with $749,485 earned by these subsidiaries for the first 
| half of 1947. 


| NYU Offers Business Course 


The Systems and Procedures Institute of New York 
University offers a series of evening classes of special busi- 
ness courses primarily designed to provide men and women 
currently engaged in the field of systems and procedures 
with a working knowledge of the basic and advanced tech- 
niques used in systems work. 

The fall term of fifteen weeks extends from September 
27th to January 27th, and all information regarding the 


_ course may be had by writing or telephoning Denis Sinclair 


Philiipps, Division of General Education, New York Unive!- 


‘ sity, 100 Washington Square East, New York. 
OFFICE MANAGEMENT AND EQUIPMENT September, 1948 
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A NEW BEAUTY 


' 
MASO'S NE WH since revestat 
W ‘ finest lacquer. 
Drawers: 3: dustproof bottoms, 1 center, 2. side 
of one single and one double. 
@ | n 2 t D e 6 k Kneehole: 19” wide, 22” deep. 25%” high, panelled 


They Correct Mistakes 
in Any Language 


No. 333 INDIA — The quality- 
standard, all purpose red rubber 
eraser (two sizes: 333, 334). 


¢ 


Keep stocked always in these two, fast 
moving, all purpose quality erasers. 


WORLD’ UALITY STANDARD | 
a — F 


WELDON ROBERTS RUBBER COMPANY 
Newark 7, New Jersey 


TO BRIGHTEN ANY OFFICE SETTING: 


SPECIFICATIONS 
Size: 36” x 24°—30" High 
Top: Walnut Veneer, 13/16" 
Panels: Exposed, Walnut Veneer. 
Materials: Fully Seasoned, kiln dried throughout 
Finish Walnut finish, hand rubbed, 2 coats of 


Hardware: Streamlined pulls. all metal, lock on 
center drawer, 2 keys, glides on legs. 


Saves On Costly Office Space 
Ample Leg Room for a 6 Footer 
Ample Drawer Space for Most! 


September, 1948 


This beautiful top qaulity desk fits into and 
brightens up any office setting. Only 36” 
long, 24” wide and 30” high, it occupies less 
costly or hard-to-get office space. Yet, the 
kneehole is a full 19” wide, takes a six 
footer with ease. 3 drawers, one center and 
2 side, with one a double drawer, supply 
ample storage space for most anyone. The 
slide extends a full 16”. 


Genuine Walnut Veneer—Hand Rubbed 


This desk presents a most attractive appear- 
ance on all sides. Has solid hardwood cores, 
dove tailed drawers and walnut veneer on 
all exposed panels. The walnut is hand 
rubbed and has two coats of the finest lac- 
quer obtainable. It’s good looking, long 
lasting, efficient, and a worthwhile space 
saver. Order your needs today! 


If Your Dealer Cannot Supply, Write Us! 


MASO STEEL PRODUCTS 


STEEL AND WOOD OFFICE EQUIPMENT 


Dept. 0 


a 500-32 S. Throop St. 
Chicago 7, Illinois 
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An All Purpose Table 


SECO - - SECO - 


SECO - - 


VERSATILE e EFFICIENT e STRONG 
ATTRACTIVE e INEXPENSIVE 


Write for details and discounts 


Engineering Manufacturing Co. 


619 NO. COMMERCE ST. 
SHEBOYGAN, WISCONSIN 
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For Better Value 
BUY 


7HE 


LINE 


Loose-Leaf 


BINDERS 


Recognizable value and quality, plus last- 
ing performance, has made the Elbe line 
of Loose-Leaf Binders the choice of thou- 
sands for over 39 years. Next time you 
need binders—choose the line made by 
specialists. 


Write for our catalog today 


ELBE FILE & BINDER CO.,Inc. 
Makers of Loose Leal Binders. 


GENERAL OFFICES ¢ FACTORY 
FALL RIVER, MASSACHUSSTTS 
Lommel ~ 


~ © Acre Site - 5 Acres of Floor 


New York Office—200 Fifth Ave. 


Boston Office—I0 High St. 
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| What Do People Want to Know About 


Your Company? 

“Most annual reports of the general type now being 
issued by corporations fail in their purpose of informing 
people about these companies,” says Daniel J. Hennessy, 
president of the Controllership Foundation, 1 East 42nd St. 
New York. 

“According to the findings of an exhaustive survey con- 
ducted for the Foundation by Elmo Roper, part of the large 
sums of money now being spent on company annual reports 
might well be directed into other channels if we wish to 
overcome misunderstanding and suspicion of business.” 

The survey referred to by Mr. Hennessy is being pub- 
lished by the Foundation, and is entitled What People Want 
to Know About Your Company. It discloses that the aver- 
age shareholder has little interest in corporation financial 
data. Only 11 percent of those responding in the survey 
mentioned balance sheet items as things they needed to 
know about in order to keep track of an investment, while 
40 percent of the “run-of-the-mine” stockholders professed 
to find no utility in the brochures they receive. 

“The average stockholder is naturally anxious to get divi- 
dends,” the Foundation report declares, “and he is interested 
in what the chances are that his company will remain strong 
enough to safeguard his capital and pay the same, or a 
bigger, return on his money. To him these are simple ques- 
tions that can be answered in a paragraph. If the company 
gives him complicated tables, charts, and pictures, and page 


| after page of text, there may be some danger of ‘report in- 


digestion.” 
“The needs of large investors are another matter. Most of 


| them are interested in all the details now published and 


want still more, but there is a vociferous minority who ob- 
ject to the new trend toward glossy paper, pictures, and 
expensive format, terming them a waste of money.” 

The study reveals that no annual report issued for stock- 
holders in general is likely to satisfy the needs of bankers, 
trust officers, financial analysts, investment counselors, and 
other more sophisticated consumers of financial data, most 
most of whom were found to have a variety of other sources 
of information. 

In order to satisfy the run-of-the-mine stockholders who 
crave simple, easy-to-read information, and at the same 
time not to deprive the more sophisticated investors of the 
accounting facts and figures, the Foundation’s report recom- 
mends that the present practice of sending all stockholders 
the same type of annual report should be reconsidered. 


| A more effective public relations technique, it suggests, might 
| be to send them a one-page statement signed by the presi- 


dent, outlining earnings, dividends, general financial posi- 


| tion, and outlook of the company—and then offering a com- 


plete financial report on request. The latter would be a 
full-scale annual report designed primarily as a source docu- 
ment for those who wish ready access to “cold statistical 
facts.” 


Report on Employee Publications 
The fact that employee publications throughout the 

United States and Canada have reached an all-time record 
high of some 5,300 gives added significance to a new report, 
Contents of 399 Employee Magazines, which has just been 
issued by the Policyholders Service Bureau, Metropolitan 
Life Insurance Co., 1 Madison Ave., New York 

This report, prepared as a service for companies which 
provide Metropolitan Group insurance programs for their 
employees, gives a good cross section of material which 
employee publication editors are using today in the effort 
to improve employee understanding and to bring about bet- 
ter cooperation among employees. 

Contents of 399 Employee Magazines is, as its title implies, 
an eénalysis of the contents of 399 employee magazines pub- 


' lished by American and Canadian companies. 
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a 
<(strate 
DNSTAL SCALE Patented cantilever spring action 


for accuracy. Adjustable. All-metal. Dealer item. 
Retail $1.50. Standard discounts. Green,red, or ivory. 


Order from your jobber—if he cannot 
supply. write factory. 


ACCURATE PARTS 
12437 Euclid Avenue ® 


s48e8-3 
MFG. CO. 
Cleveland 6, Ohio 


LOOK TO DACO — for these 
items—also for Machine Record 
Ledger Cards and forms. 

For over a quarter of a century 


Daco has manufactured a com- 
plete line of filing supplies, 
forms, cards and guides for 
every office and industrial use. 
Competitive in price and quality, 
Daco supplies are regular busi- 
ness builders. . 

Write Dept. OME for information 

suctations. 


2) ee 


ACO CARD _& INDEX CO. 
9 Federal Court . Boston, Mass. 
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THE Draftiman DEMANDS AN ERASER THAT'S 
: aad on the pick-up 
ls am on the job 


to prevent 
paper abrasion 


only the genuine: 
bears the trademark 


NCU ~ ey 


THE ROSENTHAL CO., New York City, U.S. A. 


Also Goodyear Brand Rubber and Soap Erasers 


SUPERIOR IN QUALITY... 
AUTOCOPY STENCILS 


Stencils of superior quality for all duplicating machines. 
Manufactured of the highest grade materials. AUTOCOPY 
Stencils are quick-drying, long-lasting and produce clean, 
clear and sharp copies. 


AUTOCOPY, INC. 


464 W. Superior St. 18 W. 18th Street 
Chicago 10, INinois New York 11, N. Y. 
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Esterbrook Outsells 
yf All Other Fountain Pens 


| 


In Stationery 


Stores... 


r Esterbrook 
has the right 


point for the 
way you write 


9 
be 
2 


® 
TO SELECT OR 
RENEW HERE'S 
ALL YOU DO 


*From a survey made by FO UNTAIN PE N 


National Analysts, Inc. 


BUSINESS 
PAPERS 


MULBERRY BOND 
PEN PERFECT mimeo 


2. PACKED RIGHT 
3. PRICED RIGHT 


44/1 LEX/NGTON AVENUE 
NEW YORK /Z N%M% 
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_ Listings Omitted from Purchasing Guide 


| have been listed under RECORDING EQUIPMENT (Sound). 


| Reading Course for Executives Published 


| Executive Technique. 


| Officers Elected to Controllers Institute 


| of the organization, and the new secretary of the Institute’ 


_R.C. Allen Business Machines, Inc., Grand Rapids. Russel 


Attention of Orrice MANAGEMENT & EQUIPMENT has been 
called to some errors made in company listings in the Pur- 
chasing Guide section of our August issue. 

In addition to the listings given in the Guide for Moore 
Business Forms, Inc., Niagara Falls, N. Y., this company 
should have been listed in the Guide as manufacturers of 
the following products: 

BINDERS (Post) 

BINDERS (Storage) 

BINDERS (Transfer) 

BOOKS (Invoice) 

BOOKS (Pass) 

BOOKS (Sales) 

CARBONIZED FORMS (One Time} 

CARBONIZED ROLLS 

CARBONIZED SECOND SHEETS 

CARDS (Time) 

CHECKS (Bank) 

DUPLICATING MACHINE MASTER 
FORMS (Spirit and Gelatin) 

DUPLICATING MACHINE SUPPLIES 

ENVELOPES (Pay) 

FORMS, CARBONIZED (One Time) 

FORMS and SYSTEMS (Check Register) 

FORMS and SYSTEMS (Cost Sheet) 

FORMS and SYSTEMS (Loose Leaf) 

FORMS and SYSTEMS (Social Security) 

FORMS and SYSTEMS (Unit Filing) 

LABELS (Gummed Roll) 

LABELS (Name) 

LABELS (Self Adhesive) 

LEDGERS and LEDGER OUTFITS 

MACHINES (Autographic, Register) 

MANIFOLD DEVICES 

MANIFOLD REGISTERS 

RECORDS (Employee's) 

RECORDS (Purchase) 

RECORDS and SHEETS (Loose Leaf, Invoice) 

REGISTER SUPPLIES (Autographic) 

STATIONERY (Business) 

TAGS (Parcel Post) 

TIME CARDS (Time) 

Frederick Hart & Co., Inc, Poughkeepsie, N. Y., maker 
of the Hartron Sound-on-Film recorder-reproducer, should 


Buckeye Glide Co., Inc., 131 East 23rd St., New York, 
should have been listed under PADS (Desk Alignment) and 
under GLIDES (desk). 


Funk & Wagnalls Co., 153 East 24th St., New York, 
has just published section one of their Reading Course in 


Edited by Carl Heyel and written by eminent business 
leaders, the course deals with executive techniques, human 
relations, training programs, distribution, financial control 
and many other factors of interest to executives 


B. F. Cutler, controller of the McBee Co., Athens, 
Ohio, has been elected a vice-president of the Columbus 
Control of the Controllers Institute of America; G. Paul 
Scheele, auditor and assistant secretary of Bowser, Inc, has 
been elected secretary-treasurer of the Fort Wayne Contrdl 


Western Michigan Control is Harold J. Vos, controller of 


B. Witter, Diebold, Inc., Canton, Ohio, was also named. 

In the Baltimore. area, S. Chaplin Davis, vice-president 
and controller of the Baitimore Sales Book Co, has bee 
elected a director, and Leonard J. Ertel, secretary -controller 
of the Standard Register Co., Dayton, Ohio, and Alton B 
Hughes, controller of the National Blank Book Co., Holyoke. 
Mass., have similarly been honored by their respective loc# 
chapters. 

The Controllers Institute of America is a national o 
ganization with 38 local chapters called controls througho! 
the country. Founded in 1931, it now has 3,172 members. 
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Every machine is ‘Factory Rebuilt” 


in our own 12 story Miracle plant. 


Every Machine 
Guaranteed! 


ADDRESSOGRAPHS 
GRAPHOTYPES 
MULTIGRAPHS 
MULTILITHS 


NEW LOW PRICES! IMMEDIATE DELIVERY! 


Adding Machines 
Bookkeeping Machines 


Elliott Addressers 
Mimeographs 


Calculators Typewriters 
Dictating Machines Speedaumats 
y Call, Write or Wire Dept. OM 
12 
Miracle : 
st. Floors The Department Store of Office Machines 


ADDRESSING MACHINE 


29-31 E. 22nd ST. * NEW YORK 10, N. Y. * ORegon 4-6400 


POSTAL 


SCALES/ 


( Now available in three 
Models for every mailing 
and shipping requirement 
in office, mailing depart- 
ment, and shipping room. 


individual carton. 
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& EQUIPMENT CO. 


" 
END ALL "WRAPS" 
PROBLEMS 

Valet Costumers and Racks 
keep clothing “in press aired 
on spaced hangers, and hats on 
ventilated shelves. Save floor 
space—accommodate % persons 
per sq. ft. Fit in anywhere 
Lifetime welded construction 

Where lockers are needed for 
lunches, tools, aprons, ete., use 
PETERSON Locker Racks. 5 
ft. x 15 in. unit provides 1% 
persons with hangers hat 
spaces and individual 12 in. x 
12 in. x 15 in. lock boxes 
These combination units are 
widely used to double capacity 
of. or eliminate, locker rooms. 


Write for Bulletin A-4 


a 


VOGEL-PETERSON CO. 
“The Coat Rack People” 
624 South Michigan Ave. Chicago 5, U.S. A. 


Model 1509—Capacity 5 ibs. by 1% ounce. Auto- 
matically computes postage for air mail, first class, 
and merchandise up to 4 Ibs., pointer gives exact 
amount of postage without figuring. Dial 614” 
| diameter, glass covered. Dimensions—61r” x 619” x 
942” overall. Packed in individual carton. 


Model 1530 (illustrated) —Capacity 25 Ibs. by 1 
ounce. Computes parcel post charges for merchan- 
dise up to 25 Ibs. Dial 612” diameter, glass covered. 
Dimensions—61” x 61/2" x 912" overall. Packed in 


Model 1515—Capacity 50 Ibs. Computes parcel post 
charges for merchandise up to 50 Ibs. Dial 8” diam- 
eter, glass covered. Dimensions — 8” x 71" x 10” 
overall. Packed in individual carton. 


Order from your supply house. 


HANSON SCALE COMPANY 
525 North Ada Street, Chicago 22, Illinois 


— ——— 


DRAW YOUR EFFICENCY LINE 
WITH THESE INSTRUMENTS 
— NORIS QUALITY 


Bia! DRAWING INSTRUMENTS 
7 No. 1300 
3 Bow Set, complete, $26.00 
No. 1300/4 
2 Bow Set, complete, $20.00 
No. 1300/2 
Complete Compass Set, $12.50 


An American made product of high qual- 
ity nickel silver and tool steel, in velvet, 
leather type, pocketbook case. We are 
Distributors of NORIS, VEMCO, CHAR- 
Vos. PARK. ATECO, NOBEMA & 
COMPASS INSTRUMENTS in sets and 
separate parts. 


"T" SQUARES 

No. 1065 MAPLE. 1069 ASHWOOD MAPLE 
lined, 1073 CELLULOID AND MAPLE. 
Sizes: 18” to 42”. Prices from 90¢ to $4.50. 


TRIANGLES 
30-60 Degree 45-45 Degree 
No, 1056 No. 1057 
4” to 14” 4” to 12.9” 


20c to $1.10 25¢ to $1.35 


Nobema Products Corporation 
New York 12, N. Y. 


141B Greene St. 


ei 


TIME TESTED PRODUCTS 
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An Amfile adaptation of the old-time box file. 
right or lays flat. Has dozens of uses on desk or work table 
filed and found quickly. 
Equipped with index, pull tab at back, strong suit-case 
catch, Covered with marble paper—orange back. Packed 


—wherever papers 


12 


No. 
No. 
No. 
No. 


must be 


to carton. 
Gross Lots 
Per Doz. Per Doz. 
890 Letter Size, 16-division A-Z... $17.00 $15.50 
891 Letter Size, 3l-division 1-31....... 19.5 18.75 
892 Cap Size, 16-division A-Z......... 19.75 19.00 
893 Letter Size, double thick (Jumbo) 
ZO-GIVIMIOR AnD 2c cccvrwevcsscese 25.50 24.50 
894 Cap Size. double thick (Jumbo! 
we RPP ere re eee 29.75 28.50 
899 Similar to No. 890 but made of steel...... Each $2.7 


ORDER TODAY. 


Send for Amfile Catalog 
showing complete line of filing specialties. 


AMBERG FILE & INDEX CO. 


1602 Duane Bivd., Kankakee, Ill. 


e aul 
Stands up- 


Office Equipment Firms Win Merit Awards 
for Reports 

From the more than 4,000 corporation annual reports 
from all over the country submitted for consideration in the 
Eighth Annual Survey, conducted by Weston Smith of Fi- 
nancial World, ten office equipment companies have quali- 
fied for “highest merit award” citations: Addressograph-Mul- 
tigraph Corp., Burroughs Adding Machine Co., Felt & Tar- 
rant Mfg. Co, General Fireproofing Co., Marchant Cal- 
culating Machine Co., National Cash Register Co., Pitney- 
Bowes, Inc., Remington Rand, Inc., Royal Typewriter Co., 
Inc., Wilson-Jones Co. 

The 1947 stockholder reports of these companies thus 
have qualified as candidates for the final judging, and one 
will be selected as the “best of the office equipment industry” 
and awarded the bronze “Oscar of Industry” trophy at the 
Financial World annual report awards banquet on October 
21st, 1948, in the Grand Ballroom of the Hotel Pennsylvania, 
New York. A year ago the 1946 annual report of the Bur- 


' roughs Adding Machine Co. was judged best cf this indus- 


FOUNTNBRUSH & INKS 


-... 


EVERY 


The Satin Aluminum Flo-master is valve- 
controlled .. . leakproof. A perfect flow 
of Flo-master instant-drying ink permits 
making any length line desired without 
redipping. Letters are uniformly black 
... assuring faster reference, greater 
accuracy. FINE MARK ADAPTER for 
making fine lines and letters 1/32 inch 
to 1/8 inch wide. 


$350 ser 


CUSHMAN & DE 


ETTER 
BOLDER, BLACKER, EASIER TO READ 


NISON MFG. co. 


k 
135 West 23rd Street, New Yor 


OFFICE MANAGEMENT AND EQUIPMENT 


For Better 
File Indexing 


ener 


11, N.Y. 


trial classification, and John S. Coleman, president, attended 
the yearly affair to accept the “Oscar” on behalf of his 
management. 

The independent board of judges in this year’s annual 


| report contest is under the chairmanship of Dr. Lewis Haney, 


professor of economics at New York University, and he is 
assisted by Dr. Glenn Griswold, publisher of Public Rela- 
tions News: Sylvia F. Porter, financial editor of the New 
York Post; Elmer Walzer, financial editor of the United 
Press, and Lester Tichy, art director and industrial designer. 


NOMA Area 5 Conference September 24th-25th 
American and Canadian NOMA chapters of Area 5 
will meet for an Area Conference on September 24th and 
25th at the Hotel General Brock, Niagara Falls, Ontario. 
The Buffalo, N. Y., and Hamilton, Ont., chapters will act 
as co-hosts for the session. 
Opening day has been designated as Chapter Day and 
will be of particular interest to chapter officers and com- 


| mittee chairmen. The second day is to be devoted to tech- 


| Endicott, and Erie, Pa. 


nical sessions, with topnotch American and Canadian speak- 
ers presenting current topics of interest to office managers 
everywhere. Non-member guests are invited to attend. 

A special program of sightseeing, shopping, entertainment 
and dancing in the evening has been arranged for the wives 
of those attending. 

Area 5 includes American chapters from the cities of Buf- 
falo, Albany, Rochester, Syracuse, Binghamton, Johnson City, 
Canadian members attending will 
come from Montreal, Ottawa, Hamilton, Toronto, and Lon- 
don, Ont. 

W. J. Keenan, National Director of Area 5, will act as 
general chairman, assisted by W. J. Neil and B. E. James, 
presidents of Buffalo and Hamilton Chapters respectively 


_ Pamphlet On Floor Wax Issued 


The C. B. Dolge Co., Westport, Conn., manufacturers 
of Dolcowax, have published an interesting pamphlet for 
purchasers of quantities of floor wax, in which the question 
of how to judge a wax is discussed. 

The folder also tells how to accurately determine and 
compare the wearing properties of various types of floor 
waxes, in short, what to look for when buying. 


Correction, Please! 

On page 100 of the August issue of Orrice MANAGE- 
MENT AND EQUIPMENT, the price of the Microfilm Reader 
manufactured by the American Optical Co. was quoted at 
$65. The correct price is $495. In the same caption, the 
company’s address read Rochester 2, N. Y., instead of 
Buffalo 15, N. Y. The company’s Scientific Instrument 
Division is credited with the development of the machine. 
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AMAZING 
NEW 


Accuracy 
WITH THIS NEW 


< 


Super-streamlined, precision- 
engineered in sturdy, light- 
weight Aluminum, this new 
REX-O-graph ‘“‘Lo-Boy” is TOPS 
in accuracy and versatility for 
all copymaking and systems 
work. You could rerun a stack 
of copies and the second im- 
pression would be exactly over 
the first—amazing accuracy in 
fluid duplication! And for the 
first time you can duplicate 
successfully on tissue stock as 
well as on standard sheets and 


eos 


thu bot 


INOW! 


Copymaking ff) As 


i 


With 


ONE-TIME CARBON INTERLEAVED FORMS 


=- 


REX-O-Graph MODEL ‘“‘R’’ 
LO-BOY Fluid Duplicator 


card stock—in sizes from card 
to 9” x 16”. 

Feather-light, fatigue-less oper- 
ation, greater speed and sim- 
plicity, more brilliant, uniform 
copies—plus many new auto- 
matic operating features—make 
the REX-O-graph LO-BOY your 
most profitable investment in 
modern copymaking 


See your REX-O-graph dealer 
for a demonstration, 
for illustrative folder. 


REX-O-Graph Inc. 


3701 North Palmer St., Milwaukee 12, Wisconsin 
Offices throughout the world 


FLUID DUPLICATORS AND SUPPLIES FOR SUPERIOR RESULTS 


Consolidate your various forms for one typing! Use 
of Snapeasy one-time carbon interleaved forms saves 
typists’ time, eliminates error, simplifies by standard- 
izing, insures legibility, and speeds up office routine. 
We willingly adapt Snapeasy forms to your own needs. 
No “minimum order” is necessary. Send us your forms 
for advice and an estimate — today! 


Write Dept. OM-7 


September, 1948 


The ARTHUR J. GAVRIN PRESS, Inc. 


50 WEBSTER AVENUE e NEW ROCHELLE, N. Y. 
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or write 


Popular 
ACCOPRESS BINDERS 


attractively printed for 
MANUALS e@ CATALOGS e@ BULLETINS 
REPORTS e PRICE LISTS 
INSTRUCTIONS 


ACCO PRODUCTS, INC. 
OGDENSBURG, N. Y. 
In Canada: Acco Canadian Co., Ltd., Toronto 


° 


NOW, DRI-KWIK STAMP PAD 
GUARANTEES OVER 200,000 
IMPRESSIONS 


Use a Dri-kwik stamp pad, cellophane wrapped 
—one of the most outstanding offers in a rubber 
stamp pad ever put on the market. Guaranteed 
for over 200,000 impressions. Carefully con- 
structed of special woven felt and muslin on 
perfectly insulated block—inked with Dri-Kwik, 
a special ink that is odorless and dries instantly 
after use, but remains moist in stock. 


Can furnish you with a complete line of 
@ Daters of outstanding value 


@ Numbers of high-grade rubber deeply moulded to 
give clear impressions 


@ Inks—for all marking (in sending orders, please 
submit sample of material to be stamped for faster 
service) 


Also now available . . . 240 Pica Dates .. . 
242 Long Primer Dates. 


Write for Catalog. 


Fulton SPECIALTY CO. 


FACTORY AND SHOWROOM 
82 Fulton Street Elizabeth 1, N. J. 
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NONE OTHER LIKE IT! 


Sliding Panel 


ot 


front to give full, easy <eccess to the 


No. 86 Catalog. 


Illustrated circulars sent on 


BECKLEY-CARDY COMPANY 
1632 INDIANA AVE. CHICAGO 16, ILLINOIS 


Glass Protected 


| } BULLETIN BOARD 


@ The posting panel slides out from behind a glass 


cork tacking sur- 


face. No door frames to obstruct the view. Used in 
offices, homes, and schools. Strong wood frame, natu- 
ral finish and furnished in three sizes. You will like 
the efficiency of the glass as noted on page 48 of our 


Write for Catalog No. 86 


request. 


Sa asi Sa wa ee te oe 
SINCE 1874 


RIGINAL DHNER 
HANDY CALCULATORS 


es ae 


' 

Sturdy: Low-priced: Weight 12 Ibs. } 

a Easy to learn: New back transfer device 
| speeds up calculations | 


t ASK FOR BULLETIN SO-93 


Odie 


ADDING MACHINES 


@ Automatic total and non-add key 

@ Automatic subtract key 

@ Repeat and multiply key 

© Credit balance @ Electric @ Quiet 


ASK FOR BULLETIN SO-95 
SOLE DISTRIBUTORS FOR U.S. A. 


IVAN SORVALL, INC. 


210 FIFTH AVE., NEW YORK 10, N. Y. 


Hope 
institute 


First model hos- 

pital for care of 

advanced cancer 
patients 


The 
National 
Cancer 
Foundation 


85 FRANKLIN ST. 
NEW YORK 13, N. Y¥. 


WANT-AD OPPORTUNITIES 


Rates are 10c a word. Minimum charge $2.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT & EQUIPMENT, 260 Fifth Ave, 


Employment Service 


SALARIED POSITIONS. $3,500-$35,000. If you are considering a new 
connection, communicate with the undersigned. We offer the original 
personal employment service (38 years recognized standing and reputa- 
tion). The procedure of highest ethical standards, is individualized to 
your personal requirements and develops overtures without initiative 
on your part. Your identity is covered and present position protected, 
Write for particulars. R. W. Bixby, Inc., 292 Dun Bldg., Buffalo, 2, N.Y, 


Positions Wanted—Male 


OFFICE ENGINEBRING—Office and Personnel manager, 18 years’ 
background of heavy administrative experience desires connection with 
firm in capacity of surveying clerical systems and procedures—and 
preparation of office manuals. Prefer New York City or vicinity. Mini- 
mum $6,500. OM-30. 


JUNIOR EXECUTIVE desires affiliation with progressive concern. Detail 
experience and education in Industrial Engineering with a specializa- 
tion in Space Administration, including lay-outs, planning, procedures, 
and methods analysis. Presently employed but desires advantageous 
change. 26 years of age and married. OM-24. 


CONTROLLER, TREASURER, CREDIT MANAGER. Sixteen years’ 
heavy financial experience. Thorough knowledge of domestic and for- 
eign trade. greeable to travel U. S. or foreign countries. B.B.S. de 
gree. Married,-no children. Age 35. Salary $5,500 domestic. M-249, 


ASSISTANT PURCHASING AGENT with 7% years’ experience Domes 
tie and Export with large manufacturing corporations. Former Major 
in Army Air Forces. Age 32. Free to locate anywhere. $5,200. M-239. 


Positions W anted—Female 


COMPTOMETER OPERATORS available for temporary emergencies. 
They do not go on your payroll. General Calculating Service, 8 Broad- 
way, New York, N. Y. 


ADMINISTRATIVE ASSISTANT: Woman executive, 25 years’ diversi- 
fied experience in organizing and directing efficient methods and proce- 
dures in office management, purchasing (A-1 buyer, big scale, National 
eontacts) public relations and sales promotion. The sound secure 
type, well poised with a dignified personality. An excellent right hand 
to a busy executive. OM-34. 


For Sale or to Buy 


OFFERS SOUGHT ON ADDRESSOGRAPH EQUIPMENT. Large utility 
in New England offers for sale the following used Addressograph equip- 
ment, in good condition: 1. Two Model 3700 (Serial numbers 283186 
and 259874) complete addressing and printing machines—one with 
automatic selector. 2. One Model 3000 addressing machine (Serial 
number 300181). 3. Gne complete automatic feeder attachment for 
Model 1900 Addressograph machine. Those interested in further de- 
tails are requested to query us. Boston Consolidated Gas Company, 100 
Arlington street, Boston 16, Mass. 


Representation Wanted 


SALES REPRESENTATIVES WANTED for complete line of aluminum 
furniture suitable for offices to call on wholesale office equipment cot 
cerns. All territories open; well rated concern. OM-32. 


—t 


WE ARE REVISING territories and need additional commission Tepre 
sentatives to call on the Stationery Trade, along East and Gulf Coast. 
including Metropolitan New York and State. Profitable and long & 
tablished line. Contact Mr. MacLean, 1 Main St., Brooklyn, New York. 


—— 


MAILING TUBES « WRAPPERS 


The tighter you roll the tubes—the stronger they are. 
FORMERLY MANUFACTURED BY 


International Mailing Tube and Wrapper Company 
AMES SAFETY ENVELOPE COMPANY 
SUMMERVILLE, MASSACHUSETTS 


OFFICE MANAGEMENT AND EQUIPMENT September. 1%! 
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rable , 
e TWO DRAWER LETTER THE TECHNIQUE OF 
FILE ON BASE 
Ave. 
The Build-Up Unit SYSTEMS & PROCEDURES 
16" pad be oh Oat 
—ar Electrically welded throughout. — 
wae Made of heavy guage steel. By H. John Ross 
aan $24.95 
a with locks $28.60. 350 pages of practical systems 
eis ; OER GH Wr Cone “Know-how” with 75 pages of illustrations 
itiativ i ° 
otected a er At Your Local Stationer 
ART STEEL SALES CORP., | 
300 East 145th Street, New York 51, N. Y. How To: 
8 years’ More and more typ- Make a clerical survey, analyze clerical operations, in- 
ie ists prefer Norta, the terview workers, get their co-operation. make process 
aid modern plastic type and procedure charts, design and control forms, sell 
cleaner. No po improvements, make a manual, apply motion analysis, 
‘ to spill or splatter. site colnet 
ee No mess. Quick, 
rege efficient. Longer last- , ’ 
ing. A favorite since Price $15.00 postpaid 
1924. 
en years : . 
/ an or- 
-— ‘Fi a ORIGINAL Office Research Institute. Ine. 
‘% N O R 4 A 4 60 E. 42nd St. New York 17, N. Y. 
ice Domes 
mer Ma PLASTIC. ear ec. CLEANER 
= 7 NORTA DISTRIBUTING CO. * 1123 BROADWAY, NEW YORK 10, N. Y. 
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FOLDING CHAIRS 


mergencies. 
aii: 200 Cards ~ | 6 |) 
6x4 
—— Complete ° Many Styles — Wood or Steel 
are’ Given P P Also non-folding chairs, tablet 
; and Ce . ° 
he, Natioa Quick ° Convenient armchairs, folding tables. 
amet hat Save Time PROMPT SHIPMENT 
Tr ROM STOCK 

Handifax Cards join together. File sheets of | | m..- Lan ll 
—— are = = in a ——, Use When Inquiring 

alf inch visible margin for Indexing, Tabulation 
— - Color ——— FF ADIRONDACK 
Large utility en years national use. - 

aph equip Order today, money back guarantee. 
> a aan Sheets of Cards Ask for catalog CHAIR (0. 
1~s—one epT. 
chine (Set H dif ROSS-GOULD CO 1140 B 
chment for . roadway 

¥ rarer an | ax 311 N. Tenth St. (1) ST. LOUIS New York 1, N. Y. 
Sompany 
—— 
— 
oO nu 
acipment eo B U 7 
9 Remington Rand Visible File — solidly built 
ae , of wood. Reconditioned (good as new) olive 
ymission 


green. 15 drawers. Capacity 1,020 cards. 


nd Gulf Coast. | ‘ 
; and long U 7 Ss m s & wd URITY 8B '@) ND Ss Complete with 5 x 8 card holders. 
lyn, | 


ALSO OTHER SIZES WOOD KARDEX, 
as | STEEL KARDEX, AND OTHER MAKES 
World’s Largest Dealers in Guaranteed, 
— N ©) Ww ! Rebuilt Visible Equipment. 
ompany 
OFFICE EQUIPMENT CO., INC. 
PANY UNIVE RSA 7 Waverly Pl., New York 3, N. Y. SQgeuikeeg 
new 
“The House that Confidence Built” GR-3-3741 
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IT INCREASES EFFICIENCY 
m= IT COSTS LESS 
IT LASTS LONGER 


Kil-Klatter absorbs shock . . . makes fast 
typists faster. Kil-Klatter reduces noise . . . 
enables everyone in the office to finish more 
r work with less wear on the nerves. Dentproof 
top, skidproof bottom. Fits all typewriters and 
many other office machines. 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


= 
4 | AMERICAN HAIR & FELT CO. 
_ ~ The Merchandise Mart, Chicago 54, Illinois 
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THE SCIENTIFIC TYPEWRITER PAD 


INDEX TO ADVERTISERS 


Pe IS CUR Gigli Sita nile ool oe eee ODO a OS 89 
EE ee ee eee ee eee ee ee eee 85 
et a ks Sa wb oe akin we ace kdb Oa Sek OOS 75 
Addressing Machine & Equipment Co. ............... 87 
RE ON Seas lk ww a-acd. 0 4:86:88 0e woe tO ke ACO 91 
SE, Cg occ cece ees ddrmnesee 9 
es ee eas ao oon wh Sik 0 oS mk eee me 88 
A EE oo oa wis as Vi eases egeh a eeew-eals 92 
EE I 5. a5 6 eis 0s ak wena eA See Re 90 
I oo ach chloe mew Som ahn/ Wa 28S Ale ALS wie 91 
I Oe ra re SI Gh ela vale :3 sg ar ol re ns GEN niet & Die eR 76 
I oe atdra ane. Se Ule Give einer we 4 WP Re aia RWS RNG 85 
I 05) i SG 2 laity ions Serer a: SAIS we RP Rae 90 
Oo a's iam mim area WA eb hee wee we dials 73 
OEE a ee ee ne er ee 14 
I a ea CIS digs wars are Qoecded skcwiene ers . = 
Cole Steel Equipment Corp. ................. 43, 44 
Corry-Jamestown Mig. Corp. ............02ee000- 67 
er hire 6 as a marin se cd al Oe Sor lee 72 
en See Se I, os oe a 0 a Sia eleeemaid-spelaiaras 88 
ee ee a I Oo Siar de asou ndelswieds mas 85 
Eg tity ls See a AS Gg ed me PES 18 
oad 9. dl a Digi dis Swab a dicts eae ano 84 
i Se Ms ao lon  didlscla oh awed ade ee kee hee ee 84 
ES 52 PO ware Fa.d9 ae Gx EP ee ee 86 
Eureka Specialty Printing Co. ................... 78 
ee a eer 4 
Fulton Specialty Co. ..... Storia ipialjanocn even wa 89 
ees Ween, Te, PU O., TG oaiss skines cise caesane 89 
tlt ceng MM te nee a, Meg ee Tee 3 
eT NG IR choo iia oS Glas, > Des gle ee bas 66 
Globe-Wernicke Co................ sd re wr edi on Wintec 57 
I. oO erica Sd do Swe Wik aw aud wi Gin we 7 
I IS MN 828 es VE ic wituly aA ib cw ecw eine 86 
No a8 15, 6 Bin aietraca cy ane.ore are.'eco fe Gils) sm eal ere tele 87 
hag ans a i add ribald “a hs ew hw sie wea 65 
SS err ee reer cit calle se eae Sx a ane 12 
SG Ps ag Tle SID o.cias odes 00 dew ee wb eRae 68 
TS Oy trees erie ee rr are eer hs 17 
International Mfg. Co. yr eee 64 
Invincible Metal Furniture Co. . ................ 71 
ween TMs GO, DR coc cs tn vice scnteesae 15 
I 5 aig 2G ea ak he's Oe. eos oe ol awe . 83 
6. ons a asl nae wale a ae Ge ew a ee 16 
BEOOee WUUORN TOT 2. onc cccccccnses 2nd cover 
EER Fhe a Scho ba cwhie oa ee Sates anaes 80 
Se ee ee ee ee ore 
eT SION ss Sis Ccarecia's 3a acme ee are eens 91 
Office Management Association of Chicago ................ 81 
Office Management & Equipment ................... 6, 79 
Office Research Institute, Inc. ................. 91 
I NI I aa, aca n tage fa nslal 9) is yore oat 43, 44 
MS oh ie ire BS we 8 Gaia nee be wee ee chara 
TM BS oo onal ao Govidla, & widow O bleiie ately, sia'e ie nom 63 
I igen epic clk aiclaa a Gees mae Seana noues 89 
Roberts Numbering Machine Co. .............0cccceevees 69 
Roberts Rubber Co., Weldon .............. er 
I TE ee cowie Wie nse ae eine cans Too wee 85 
ONG. co aif in ss meiaeterd stud eS aeeciatws es alm e ann 91 
Security Steel Equipment Corp. ............. ‘ awn ul 
Sengbusch Self-Closing } wee SEs een eae 74 
oe Se OE ere ai ee... 
CO, i isa casas sccnsoes porn a /ee en 0 | 
Speed-O-Print ES Maral, Fs tae ek EA be on eg a ISTE - oy 
Searels Weabers Chair Ce. oa. ck ccc ce casewes sees 58 
| 
| 
Master Chair Os. The ....26 50252... cee eoe es nn 
° . 
NN Rn Sirk dy 1M cd ole cer ain ioe laces ae wei Bred ace ine 59 | 
SE Se eer eed ener th cover 
Universal Office Equipment Co., Inc. 9 
ee nae 
ee Ae See ee 3 ee p 
Wood Office Furniture Institute ........ aso srid aaa ‘: a 
Woodstock Typewriter Co. ............ cece ere eeeeees 60 
Workman Service, Inc. ............ a) 
SEG ft ale Sue Waive he aan Se aaa ee 


; ;, , ) } | : ‘ sa : ‘ a . % Ar . 2 Bae. 7 v- Be, c a ; a c a ef oe bes + = oat 
5 . 
7 : 4 | 
S| ag , D ° os ; 4 ‘ eS 
’ - @ 
a 5 ; - 
a te ia i ~<a | | 
[. J Ri aan al | 
Ee — 7 tied a . ’ (2 Goalies . 
iad 7 : a i 23 \ * a vi | | 
. a aa F me eS P , | | 
x a ne { ane a 
F a ne i \ i " fi. 
i. ne . ge 
a an aa ae : ‘i — 
5 , , & a a eon Bs ; | 
2 ee jee P ae, ; 
po 7 cae es as i os ~ s # 
a ae i pr: NS ee Sf “ 
ae ; tae y ‘Se Bet | 
a a 7 MO » > e! 
3 q - ak ‘ “ . AA ‘~~ ~ ; 
an : me y . a x ; oom. 
5 rea > ‘4 ets i 
- SS _ - .. — 
—— Pah oe / a , 3 
(2 a OLS Alaa / a Sa 
fe 4 ee See 
F igs Spleen i 
: ae ey Pe a eatin =e Yee ee 
- 4 i a aX pre ~ © pale Se BE : 
4 ” 7 « tee Re eS 4 # = is 
, a 3 <8 TSS : ots — 
ia _ a so 2 Se 
= . # h, ’ 
i “oa i 
a : 
ae 
4 ; 
a 
: : * 
ety 
| $4 00 
3 j 
‘ Yawman & Erbe Mfg. Co., Inc. .............+-+:: 3rd cover 
, Exe | 
: 92 OFFICE MANAGEMENT AND EQUIPMENT September, 1948 
icine ales it $i 5 eT es. a ARF z ep’ ee Shek a % ’ 
et a a aS a s. fats ae = sal a oP le ess % 4 
. AN, ae a se a sl ue . : a ‘ . x Naito i 
id ee a se. Re ¥ , ‘s co NE Sata 


_ ot | 


3rd cover 


btember, 1948 


59 | 


FILING MADE SIMPLE, FAST AND ECONOMICAL 


with 


BAUER wuts 
2 SAND te 
a 


E” 
~-=\ DIRECT Name System 


F orty years of experience — hundreds 
of actual stop-watch tests with the “Y 
and E” Direct Name System prove that 


this is the simplest, fastest system you 
can use. 


Have your “Y and E” dealer 
show you how filing can be 
made simple, fast and eco- 

nomical with the “Y and E” 


Direct Name System. 


Write today for Office Manual £17. 
Gives Methods and rules for in- 
dexing, filing and explains control 
features. It is yours for the asking 
—there is no charge. 


|, You open the drawer. Your eyes seek the center 
ond there, a row of alphabetic guides stare up at 
you. You can instantly locate the desired subdivision. 


2. You find the folder you are seeking 
under the name you have in mind. 
It is natural, simple and effortless. 


4, Miscellaneous folders 


Individual name and miscellaneous folders are atso 
contain small accounts. 


numbered to permit returning folders to the file by 
number. This is also a check against misfiling. Fur- 
nished in sets of 25 to 10,000 or more subdivisions. 


} Jay Street, Rochester 3, N.Y. 


es amet ae - = es _ ee > 
. fe oe, Be ater, Te 2h —_— Prot. ad me es | os cae vi 
“tes oa ii ye era es 3 eo) Be al a oe. | oe 
89 ‘ 
85 
75 
87 
91 
8 os 
88 
92 
90 
91 
76 
85 
er 
. PF 7 2 eae | 
. 14 | = > we sa 
nts ee ewer 
. p 
67 \} | ee i 
8 1 = 
Ww <= Bea-Boo 16 a, 
- Vo Sear 
18 \ \ um " — eS =) 
a. 84 \ | Bel Bn 12. php ‘ sie. apa | 
.. 86 u i Beate 11 Se ‘i = an 
| 78  \ Ta i Be ora 
. NV |‘ ar ’ SS : ne eee 
i. 3 Ui At Ar 6 5 su Sem OD —\ 
i } ; FS were. ——— \ 
: | | | 5 : ~ . = BP 
; | i" = ie “an to a 
ran \ Oe ‘Ses \ 
i an i at ae — “ eeesss = 
. ' iin zs a \ 
.. 68 \ CU ane 6 f.. ——— \ 
\\ “Pali {eae snes. 1 \ 
a ) on SS 
= Tas + AMERICAN CAN 2D. iS 
a a ee 
' \ — = i 
Es \ stig ah. ge \ 
— 4 ‘ \a? 
Se A\ & 
2nd one \ \ ‘ : ¢ , rit * 
ag ae \ x “ties "e,  Aa-Bz ae ge 
<a ——————EE oO 
ahaa a] — 
a .  _ i ; ee 5 ig 
.. 48, a a ee! hee” 
' a. a! x Ee, Fs Eas , 
AY s tie eos a eee re we 
oe B eae Web . eR Secee 
ene 63 Se et id eee *i Bt id eae 
re - | ES en eae = aa 
a ; = i 
igen | 
an 
Br. . 
mee 
Sa 
en 
| 
Ss 
"yeh cover 
ene 
a 
revenees gd _ 
aa Re : 18 | ’ 7¥ e's Seam 1a 
eee ee 60 z. (A E 9 ja °*, : a ? - J i . ete ee eee ae, ; 
en ANAND FRE O. *1045 Bs 
a ee, - he eee “The Franchise that Means Quality Merchandise” 
Ratner gre > 3, Sad , See hee Ss iP, i ae ; 4 a eee | ee in lini , 
- 7 A “tot ie a a _, ‘ee ee i lle a q 


of} 
Por 


v. 


Ofc el 


IT INCREASES EFFICIENCY 
IT COSTS LESS 
IT LASTS LONGER 


Kil-Klatter absorbs shock . . . makes fast 
typists faster. Kil-Klatter reduces noise . . . 
enables everyone in the office to finish more 
work with less wear on the nerves. Dentproof 
top, skidproof bottom. Fits all typewriters and 
many other office machines. 


AT YOUR STATIONER’S OR 
OFFICE SUPPLY DEALER 


AMERICAN HAIR & FELT CO. 
The Merchandise Mart, Chicago 54, Illinois 
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THE SCIENTIFIC TYPEWRITER PAD 
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,= DIRECT Name System 


F orty years of experience — hundreds 
of actual stop-watch tests with the “Y 
and E” Direct Name System prove that 
this is the simplest, fastest system you 

can use. 


Have your “Y and E” dealer 
show you how filing can be 
made simple, fast and eco- 

nomical with the “Y and E” 


Direct Name System. 


Write today for Office Manual £17. 
Gives Methods and rules for in- 
dexing, filing and explains control 
features. It is yours for the asking 
—there is no charge. 


|, You open the drawer. Your eyes seek the center 2. You find the folder you are seeking 
and there, a row of alphabetic guides stare up at under the name you have in mind. 
you. You can instantly locate the desired subdivision. It is natural, simple and effortless. 


3, Miscellaneous folders 
contain small accounts. 


Individual name and miscellaneous folders are atso 
numbered to permit returning folders to the file by 
number. This is also a check against misfiling. Fur- 
nished in sets of 25 to 10,000 or more subdivisions. 


Mey Sieubls Rochester 3, N.Y. 
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Good to Look at... 
A Joy to Use... 
A Gem to Own 


Sem 


FAST! When typing, your busy 
hands never have to leave the 
keyboard ... even to return the 
carriage. Electricity saves you 
finger travel, hand travel... 
minutes that add up to hours. 


ACCURATE TYPING! An Under- 
wood All Electric assures even 
spacing between characters . 
clean-cut, uniform impressions 
...not shaded or blurred. 


Underwood... 


go 


19 LCUM 


EASY OPERATION! Lightly touch 
the keys... electricity does the 
fatiguing work. You'll be de- 
lighted with the perfection of 
work you can always attain with 
a minimum of effort. 


AND WHAT BEAUTIFUL WORK! 
Not only letters, but carbon cop- 
ies are sharp and clear. You can 
make as many as 20 of ’em at a 
light finger touch. 


rY PEW RITE R 


LEADER 


Urge your boss to buy you an Underwood 
All Electric . . . and you'll always have 
his letters looking their best. 


You'll keep looking your best through 
each day, too . . . because operating aa 
All Electric is not tiring. You'll simply 
breeze through your typing .. . all day! 


You control keys, spacing, shifting, tab 
ulating and carriage return electrically 
. therefore more accurately. 


It’s a good-looker, too . . . the world’ 
most beautiful typewriter. Your local 
Underwood representative will demor 
strate it, let you try it. Phone him. 


today! ou 


Underwood Corporation 


Typewriters ... Adding Machines... Accounting 
Machines... Carbon Paper .. . Ribbons 
mil other Supplies. 
One Park Avenue New York 16, WY 
Underwood Limited, 135 Victoria St., Uk 
Toronto 1, Canada - 
Sales and Service Everywhere ord 
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